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Skyline Website

You use the Skyline website to submit documents for production. When you have started Skyline the main
window will be similar to the one shown below. Different themes can be applied and not all the tabs or links
will be made available to all users. The actual look and feel of the screen will depend on how your system has
been configured.

B Skyline

Diasigned & developed by @Prinilirect Lid

annatie | g Ve Basket (1] | Prefersnces | Downloads | Edit | Admin | Managernent goy
Home | Business Stationery Upload Paper Originals Libraries Orders

Sawe time and monay. Skyline provides you fast and aasy access to professianal print

servieas and producks

Submit your dooumenks far
professional printing and finishing

Alough deskiog ponters are to present them to best affect,
-] convanient for short ar ane ai¥ reflecting the care vou have made
. - prnks they are expenseng for in thies tamposton
1 mara sophisticated doouments,
) J||I particularly thaose that contain
> calowir,
- To start using this Fervica selact
H Help reduwss waste and save the Uplosd tab and folow the
) 5 yoursel ome by sandeg thasa inEtrucons o submi your
documants to the Pont Boom document: for prinbng and
whare they will be prntad finishing.

guackly, effhciently &nd B &

condistent standand
= g Show mea how,

. Caurse Mobes

. . Websit .
@ You can print a hard copy of a manual by clicking eostte which opens a PDF copy of the manual.

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

Starting Skyline

When you use Skyline for the first time you will be told how to log in. There are several ways that you will be
able to log in for the first time.

. Some users will have been set up so that they can log in using their corporate user name and
password.

e  Other users will have their accounts created for them and their new passwords and log in details will
have been emailed to them.

. Users may be able to register as a new userD8 and create their own account.

To open Skyline:

1. Open your default internet browser, e.g Internet Explorer and browse to your webpage.

2. At the log in window enter your details.

Username  Anne Webb
Password .
Y| remember me next time

Lag In

Eegister as New Lser

3. Click Log In. The Skyline main window opens.
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To open Skyline using Azure:

1. Open your default internet browser, e.g Internet Explorer and browse to your webpage.
2. At the log in window click Sign in with Microsoft.
= - Sign in with Microsoft
Sign out of Microsoft
3.

Enter your details and click Next.

BT Microsoft

Email address, phone number or Skype

Can't access your account?

4. Enter your password and click Next. The Skyline main window opens.

0 If you selected to remain logged in to reduce the number of times that you have to sign into Microsoft you
can use the Sign out of Microsoft button when you want to close your session.

Version: 7.6.0.8




8 Skyline Website

Register as a New User

If Skyline has been configured so that new users can register their details the Register as New User link will
be \visible. If this is not an option that has been selected, the link will not be available.

To register as a new user:

1. Open your default internet browser (for example, Internet Explorer) and type the web address in the
address field.

2. Atthe log in page select the link Register as New User.

Username
Password
l— FRemember me next time

Log In

|Reqi5ter as MNew User

I forgot my password

3. Enter your details and click Create User to continue. If there are criteria set for your password the details
are shown on the registration screen.

Register

New passwords must meet the meet the password policy requirements

= [t must be at least 4 characters in length

= It cannot be longer than 10 characters

= It must include at least one number

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

= ‘Your password needs to be changed every 30 days

_—

Details of what your
password must contain.

Usemame | Theresa Green

Password | saew

Confirm Password | sess

Email |

Remember me next time [C]
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4.  Your user account will be created. You will receive a message telling you if your account needs to be
approved before you can use it. Click Continue.

Register

Your account has been successfully created.

Continue

Your new account has been created but it needs to to be activated before you can log in.
You will receive an emaill when your account has been activated.

5. You are returned to the Log in window. If your account doesn't require approval enter you user name and
password to start using Skyline.
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10 Skyline Website

Using the Forgotten Password Link

When you log in you need to enter your Username and Password. If you have forgotten your password you
can request a replacement using the forgotten password link. If you can not see the link, your setup has been

configured so that his option is not supported. If you can not see the link please contact your administrator
regarding your forgotten password.

Usernams | |

Fassword | |

|| remember me naxt time

| LogIn |

Bagister as Mew User

To reset your password:

1. Click the | forgot my password link.
2. Enter your username and click Send me password reset instructions.
Forgotten your password?
Enter your username and we'll send instructions on how to reset your password to the registered email address
Send me password reset instructions
3.

You will see a message stating that an email has been sent to you. Click Finish. You are returned to the
log in window which can now be closed.

Forgotten your password?

anne weobh

An email has been sent to your registered email address giving details how to reset
your password.

| Finish |
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4. Open you email account and view the email sent from Skyline. It will look similar to the one shown below.
Click the Reset Password link contained in the email.

Password Request

L A N
Support SERSURS (71
To @ Annette Webber 11:02

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

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

5. You will be able to enter a new password then click on the Change Password button. You will be taken
to your Login page and be able to login with your new password.

New Password

Confirm Password

| Change Password |
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12 Skyline Website

Changing your Preferences

You can update your personal account details at any time after your initial log in. To view the preferences that
you can update click the preferences link at the top of the window. You can update your email address013,
change your passwordl'5 and enter a delivery addressP'# for printed items you order.

Depending on the way your particular system has been configured, you might have a choice of languages. If
your Skyline Portal has been set up for multiple language selection you can select a language by clicking on
the nationality flag in the top right hand corner of the Skyline Portal.

Home Business Stationery

s@rvitad and produwcts |

annethe | gop Wew Bagket (00 | Prefesences | Downloads | Edit | Admin | Mapsgement | Logout

Upload Paper Originals

Althaugh desktoo prnters are
convwanient for short or ane off
prinks they are expensive for
more sophisticated documents
particularly thase that conkain
[ LulR]y

Halp reduce waste and sawe
yoursell dme by seandng these
douments to the Print Room
wira they will be prirted
quickly, efficisntly andto 3
consistant standand

Libraries

Save tme and maney, Skylne provigas you tast and gasy 3c0ass to professional pnng

Orders

My Quotes

Syt your dooumants for
prefessional pringng and finishng
to present tham to best affect,
reflecting the care you have mada
in their comgasition

To start wzing this service select
the Upload tab and fallow the
inEtructions to submit your
documant For prting and

finizhng

g '-|'|Q-|'.l e |'|Qw

All text and graphics are language specific. When a Skyline Portal is used in more than one language different
content such as text and graphics has to be added for each language. Below is an example of the home page
being displayed in French where some of the text and graphics are missing.

annette | gglp Voo be panier @ | Préférences | Télécharoements | Ediion | &smin | Gesten | Déconnecion

Bienvenue sur yotre
mEFVICE PEFSONE el
o' impression en ligne.

Roumebier vos documents
pour des impressions el
des finftions
piolesmionelles afin

il aamwdliorer wos

i s LAt ens,

Fansoz & Fattention gue
prnus ditsirez porier & laur

i mpackition

Version: 7.6.0.8



Skyline Website 13

Changing your Email Address

You can change your email address once you have logged into Skyline. The email address will be used for all
system messages once it has been submitted.

To change your email address:

1.  Login and go to Preferences.

g View Basket (0) Freferences Downloads | Edit | Admin | Management | Logout

2. Select Email.

@ Email

Change Email Address

3. Enter your new email address details. Click Update Email Address to save your new details.
Buach

Change your email address

Current Emai

Hew Emaill Addrass

onfirm Email Addrass

Updsts Emedl Addrass |

4. Confirmation is shown that you have successfully changed your email address. Click Back to close the
window and return to the Preferences window.

Change your email address
haa baan o

Currart Emiail

Naw Email address

Canfirm Email Address

| Update Email Address
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14 Skyline Website

Changing your Delivery Address

You can change or update your address details. These details are used when you place a print order.

@ Skyline doesn't support apostrophes (' or') in the address. If they are entered they will appear as an
error in PrintStation.

To change your delivery address:

1.  Login and go to Preferences.

gy View Basket (0) Freferences Downloads | Edit | Admin | Management | Logout

2. Select Delivery.
ﬂ Delivery

Change your Address Details

3. Enter your new address details. Any field names shown in red indicate that the field is mandatory.

Back
Title -
Name Theresa Green
Company Mame eFrint Direct Ltd
Address 1 Unit 3. Gateway 1000
Address 2 Stevenage
Couty Hertfordshire
Postal Code SG128FF
Phone Mumber +44(0) 1438 842420

Sawe

4. Click Save to save your new details. The page will close you will return to the Preferences page.
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Changing your Password

The change password screen allows you to change your password whenever you like. However, if you log in to
Skyline using your corporate user name and password you will not be able to see this option.

To change your password:

1.

2.

3.

Log in and go to Preferences.

g View Basket (0) Freferences Downloads | Edit | Admin | Management | Logout

Select Password.

E Password

Change your password

The Change your password form opens.
Change your password

MNew passwords must meet the meet the password policy requirements

—)

Current Password

MNew Password

Confirm Password

|

|

|
Update Password }—E]

1. Enter your current and new password details.

2. Click Update Password. You are returned to the home page if you have successfully changed
your password.

@ If you enter an incorrect current password you will be notified of your error.

Change your password

The Current Password entered is not correct

Current Password |

Mew Password |

Confirm Password |

Update Password ]
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16 Skyline Website

Placing a Print Order

There are several ways that you can order printed documents using Skyline.

. The easiest way is to simply ugloadD17 the document that you wish to have printed and choose from
the finishing options that are displayed.

e You can also order items that are stored in librariesD47.

. There may be times that you do not have an electronic copy of items that you want printed. If this is
the case you can use the Paper Originalsng web page to place an order.

Version: 7.6.0.8
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Using Upload
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You can upload a document that you wish to have printed. You can then order the document and choose from

the finishing options that are displayed.

The Upload web page allows you to select documents from your own files and order them on-line or save them
to your own personal library. The documents are converted into a high resolution PDF and the conversion also
provides a thumbnail image to help with identification. If you already have a PDF version of your document this
can be uploaded and no further conversion takes place although the thumbnail is still provided.

If you are not sure of the file formats that you can upload click the link Supported File Formats. A window

opens listing all the supported document types.

o |
DocumentType Extension I
Bitmap Image bmp
Microsoft Word doc
Microsoft Word 2007 and 2010 docx
GIF Image gif
IPG Image Jpeg
JPG Image JPg
adobe PDF i
PMG Image png
Microsoft PowerPoint ppt
Microsoft PowerPoint 2007 and 2010 pph
Microsoft Publisher pub . |

Example of the Supported File Formats Window
To upload a document:
1.  Login and click the Upload tab.

2.  Click Select to locate the document/s that you want to have printed.

Upload Your Document to Print

Select

Supported File Formats

Your documents are being convertad.

Pasition File Name

Neo records to display.

Version: 7.6.0.8




18 Skyline Website

3.

4.

The documents are uploaded.

Upload Your Document to Print

Select
s Skyline Manual.pdf x Cance
@ Licence Agreement R1.4.tf x Remaove
@ Administration.pdf x Remowe

¢ Installationzip x Remove

| Proceed | Supported File Formats

Your documents are being converted.

Position File Name

Neo records to display.

. During the upload process they are shown with a yellow progress bar.
SkylineManual.pdf = Cance

Document being uploaded

Documents that can not be uploaded as they are not of a supported file format show with a red

dot. Any files that are shown with a red dot can be removed from the upload list by clicking the
word Remove.

@ Llicence Agreement R1.4.0f x Remove

Example of a file format of document not supported.
If you upload a document by mistake you can remove the document from the uploaded list by
clicking the word Remove associated with the document.

When all the documents have been uploaded click Proceed to process the documents and load them
into your personal library.

Version: 7.6.0.8



Skyline Website 19

Ordering Documents

Documents are stored in your personal library. They can be ordered as soon as they are uploaded or at
another time.

To order a document:
1. Click the Libraries tab.

2. Locate the document that you want to print.

. I . . o, ~— @ ==
My Library 'Hé, Y/ x = - hg ’ I_| M 0

() select Al My Library [ search | g
Manual -
I_:| o & | Order  fom|
[ | e ————————
—% Created: 10/06/2020
S Pages: 918 | Download Z|

Size: 35.90 MB

m Owner: Anne Webb

PrintStati —
|:| e f rintStation Orcler

1. Click the Order fmy by the document that you want to order.

If you get the message "You must preview your document before continuing” click 1 next to the

document that you want to preview. For more information see the section on previewing documents
st )

3. The first step of the ordering process is to select the document type. The options available will be
dependent on the options that your print room has specified. If there are some products that are not
suitable for the document the products will be unavailable. The products can be organized into different
categories if portal pricing is used. Click on each category tab to see the options available.

—=
Document Type

Document name: Manual
Pages: Z18

Basic Printing Manuals Specialised Printing

Collated
Multiple collated sets.

Proceed P

‘ Simple

1. Click the Proceed link corresponding to the type you require

Version: 7.6.0.8



20 Skyline Website

4.

You will now be offered some further options for the product you have chosen. For example, you may be
offered a choice of paper colour or print in colour or mono print.

&=

- .
Documnent Type Product Options

Document name: Manual
Pages: 518

Documeants

Media | A3 White 80gsm |
Printed Sides | Double Sided M
Collated Printer Type | Black and White hd

Multiple collated zats.

4 Return to Library Save Job Ticket Quantity :P Maxt [ 3

1. Select the options for the product that you have selected.

2. Enter the number of document copies required.
3. Click Next to continue placing the order.

A quotation for the job may be displayed depending on the arrangements that you have with your print

provider. You can change the quantity of documents that you want printed. Click @refresh to update the
price. Click Next to continue placing the order.

=

—
Document Type Product Options Basket

Document Product Quantity  Price Pages Edit

Manual Collated @ 7803 918 | Edit | %
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6. The delivery address information is automatically completed if you have entered a delivery addressD 14,
You can amend the address if you require the documents to be delivered to a different location. Field
names showing in red are required fields.

=

- -

Document Type Product Options Basket Address

4 Back

Mame Prefix [ Ms T ﬁ)
First Nama |Anne |
Family Name |We|:rb |
Departmant | ePrint T
Street |Long Street |

City |E5ig City |
Region |The World |
Postal Code |f-‘aBC 123 |

Phone Number

01234 567 890 |

Save this delivery address @

1. Check the delivery address and amend the details if required.
2. Click Next to continue placing the order.

7. The shipping requirements form opens.

=

—
Document Type Product Opticns Basket Address Shipping

4 Back

Delivery Details (24hrs Notice Requried) ﬁ
Rriarity | Mot urgent T
Delivery Mathod | E-mail when ready for collection ™ |

1. Enter the delivery instructions and any additional information. Compulsory fields are labelled in red.

2. Click Next to continue placing the order.
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22 Skyline Website

8. You may be asked to specify or select an account code. This feature is only available if the accounts
features have been selected for your portal. If you do not see the account page proceed directly to the

next step.

Document Type Product Options Basket Address Shipping Account

| 4 Back
[ Account Code | | | [ Search ]
Account Code Account Name Account Description
(] 0254 General Staticnery Account Dept
J 0256 Training Documents Account Dept
(] 2580 engleburk Ltd Word Supplier
(J  P30s5 Development P305 Project
(] 71360 Development T369 Project
] T3sg-C Special Developrment T369 Project
() wsa7 Development W587 Project

1. Select the required account code. You can use the search facility to locate an account code.

2. Click Next to continue placing the order.

Version: 7.6.0.8
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9.  Check your order details and if the details are correct click Confirm Order to complete the order

process. If the Smart Calendar is used you will need to select a delivery date before you can continue

placing the order.

=

Document Type Product Options Basket Address Shipping Account Confirm

| X Cancel Order

Please select a date

Szlzct date reguired dd 4 June 2020 [
Man Tue Wad Thu Fri Sat Sun
25 26 27 28 29 3 31
"1 Date available
1 2 3 4 3 (] 7
Reduced printing
! capacity
8 9 11 12 13 14
@ Printroom very busy
15 1e ‘ 17 ‘ 18 15 20 21
P Closed - Contact
printroom 22 23 ‘ 24 ‘ 25 26 27 28
Closed or dake in
@ the past 29 20 1 2 3 4 5
Quantity Document Product Pages Price
1 MManual Collated 18 7803

Version: 7.6.0.8



24 Skyline Website

10. Your order confirmation is now shown and an order number provided together with details of the cost if
pricing is being used. The Print room will now receive your document and may (dependent on
configuration settings) send you an email confirming receipt. If the option Approval has been turned on
you will see a message that the document will not be printed until the document is approved.

=

—
Document Type Product Options Basket Address Shipping  Account Confirm

Your order was successful.
COrder Number: 0003205

All order notifications will be sent to your registered email address which is: ri@eprint. nekt
Quantity Document Product Pages Price
L 1 Manual Collated 913 78.03

Skyline can be configured to automatically send an email to the person who placed the order to confirm that
their order has been placed. An example email is shown below. The wording can be amended to suit the
requirements of your organisation.

Order Placed

{ % LE N ]
Support %
To Annette Webber 10:28

Your order 0003205 on 10/06/2020 has been received.

You have notified us that the order is required by 12/06/2020 00:00:00

Document Copies | Pages Price
Manual 1 518 78.03
Total 78.03

Example Email that is received when an order has been placed.
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Ordering Multiple Documents

If you want to print several documents with the same binding requirements you can place just one order for all

the documents that you want printed.
To order multiple documents in the same order:
1. Click the Libraries tab.

2. Select the documents that you want printed.

= P, Y L ut
| My Library - ”él m b4 -
|_| select all My Library

Document Name

':.;!:, T_—» vy Manual
':{T_nw CostManager
':gﬁ 7_; vy Website
T L, MuimbCbabinm

W :\_,-_ H " 0
- v h:; -

|Search

Date

10/06/2020
10:42:35

10/06/2020
10:42:35

10/06/2020
10:42:34

Lal=T T LTl Iy ]

1. Each of the selected documents are shown by a tick in the selection box.

2. Click the Order button in the toolbar.

3. The Document Type Window opens.

—
Document Type

Basic Printing Manuals

Caollated
i Multiple collated set=.

-

Specialised Printing

Humber of

Pages

3138

Proceed P

1. Click the Proceed button to select the product to be used. You can only choose one product

which will be applied to all the documents you are ordering.

Version: 7.6.0.8




26 Skyline Website

4. The Product Options window opens. Select the options for the product that you have selected and enter
the Quantity of documents required. Click Next to continue placing the order.

5. The Basket window opens. A quotation for the job may be displayed depending on the arrangements that
you have with your print provider. Amend the quantity that you require for any of the documents you have

ordered. You do not have to enter the same quantity for each one. If prices are displayed click @ to
update the prices. Click Next to continue placing the order.

6. The Address window opens. The delivery address information is automatically completed if you have
entered a delivery addressD4. You can amend the address if you require the documents to be delivered
to a different location. Check the delivery address and amend the details if required. Click Next to
continue placing the order.

7. The shipping requirements form opens. Enter the delivery instructions and any additional information.
Click Next to continue placing the order.

8. You may be asked to specify or select an account code. This feature is only available if the accounts
features have been selected for your portal. If you do not see the account page proceed directly to the
next step. Select the required account code. You can use the search facility to locate an account code.
Click Next to continue placing the order.

9. Check your order details. If the details are correct click Confirm Order to complete the order process.

10. Your order confirmation is now shown and an order number provided together with details of the cost if
pricing is being used. The Print room will now receive your document and may (dependent on
configuration settings) send you an email confirming receipt. If the option Approval has been turned on
you will see the message that the document will not be printed until the document is approved.

Skyline can be configured to automatically send an email to the person who placed the order to confirm that
their order has been placed. An example email is shown below. The wording can be amended to suit the
requirements of your organisation.

Order Placed
Build Server

fnnette Webber
Your order number 9388 for 6 copies of Skyline TemplateManager [20120305] has been placed 25/04/2012.
Product name: 2 Hole Ring Binding
Number of pages: 24
Date required: 05/02/2012 12:00:00

Example Email that is received when an order has been placed.
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Re-ordering a Document

When you hawe placed an order for a document you can re-order the documents with the same document type
and product options at any time.

To re-order a document:

1. Click Wl adjacent to the document that you want to re-order.

2. The first page of the order and product details are shown.

x
Skyline Complete Manual Pages: 870
A4 Plastic Comb Bound
o \ 24 document with Acetate front
..... cover and card rear. Cover printed
in black and white or colour. Black comb
only.
M o
1
Clear Jobticket Mew arder Edit Jab Ticket Quantity | | . Add To Basket
1. Enter the quantity you require.
2. Click Add To Basket to proceed with the order.
3. Your existing document type and product options have been selected.
Document Product Quantity | Price Pages Edit
Manua Ad Plastic Comb Bound 4 @ 14272 602 Edit x
Next p

1. Click Next to continue placing the order.

4. The delivery address information is automatically completed if you have entered a delivery addressD .
You can amend the address if you require the documents to be delivered to a different location. Click
Next to continue placing the order.

5.  Enter the delivery instructions and any additional information. Click Next to continue placing the order.

6. You may be asked to specify or select an account code. This feature is only available if the accounts
features have been selected for your portal. Enter the correct account code of select it from the list of
available account codes. Click Next to continue placing the order.
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7. Check your order details. If the details are correct click Confirm Order to complete the order process.
Please check the order details below and confirm your order

x Cancel Order

Quantity Document Product Pages Price
12 Prnt Roorm Manual A4 Plastic Comb Binding 124 71.04
Total 71.04

Confirm Order [

8.  Your order confirmation shows your order number and details of the cost if pricing is being used. The print
room will now receive your document and may (dependent on the portal configuration settings) send you
an email confirming receipt.
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Ordering Paper Originals

When you do not have an electronic copy of a document you can submit job tickets with a reference to a
physical hard copy or paper original. Using Paper Originals you can provide finishing instructions via Skyline
for a hard copy document mailed to the print room. You will have access to all the document finishing options
available and your requirements should be clearly understood.

To place an order for a paper original:

1.  View the Paper Originals web page.

Dioourment Name

Humber of Pages

1. Enter the document name and the number of pages.

2. Click Next to continue.

2. The print room will offer you different document types or products that your document can be printed as.
Select from the range of products being offered for your document.

3. You will now be offered some further options for the product you have chosen.
1. Select the product options required
2. Enter the quantity of documents required.
3. Click Next to continue

4. A quotation for the job may be shown, depending on the arrangements that you have with your print
provider. Click Next to continue.

Document Product Quantity | Price Pages Edit

Operational Procedures - Ver1.4 Ad Booklet 25 @ 27.00 36 x

Naxt j

5.  Amend the address information if required. Click Next to continue.
6. Enter any specific delivery instructions. Click Next to continue.

7. Account codes can be applied to your order. This feature is only available if the Skyline Portal you are
using has been configured to show the accounts page.

8.  You now hawve the option to Confirm or Decline the order. If all the information is correct click Confirm
Order to place the order.

9.  Your order confirmation is now shown and an order number provided. Together with details of the cost if
pricing is being used. The Print room will now receive your document and may (dependent on
configuration settings) send you an email confirming receipt.
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Ordering Documents in Zip Files

Large documents can be placed in zip files and ordered using Skyline in the usual way. When you upload a
zip file you will need to enter the number of pages in the documents to be able to cost and continue placing
the order.

@ If you order multiple documents you will not be able to enter the number of pages in the Zip file. This will
mean that the cost for printing the contents of the Zip file will not be generated. It is recommended that
each Zip file is ordered separately so that the number of pages can be entered.

To order a document in a Zip file:

1. Click the Libraries tab.

2. Click | 9™ W associated with the zip file that you want to order.

3. The Document options page opens.

Document name: Administration
: = Pages: 1] H
s 3
.
~

Basic Printing Manuals Specialised Printing

bl
T

2

Collated Sets

Multiple collated sets.

rocee
P d b
L r‘\—‘_#_—-ﬂ"\&_ o, g, ,h_ﬂ...,w_\qt_l"‘-k-m..__._,\“ r.ﬁ_nm “"“w-r“""""*“--—l"

1. Enter the number of pages in the document contained in the zip files.
2. Click Sawe.

4. Select from the range of products being offered for your document and click Proceed associated with the
required product.

5. The Product Options window opens. Select the options for the product that you have selected and then
enter the Quantity of documents required. Click Next to continue placing the order.

6. The Basket window opens. A quotation for the job may be displayed depending on the arrangements that
you have with your print provider. Amend the quantity that you require for any of the documents you have
ordered. You do not have to enter the same quantity for each one. If prices are displayed click @ to
update the price. Click Next to continue placing the order.

7. The Address window opens. The delivery address information is automatically completed if you have
entered a delivery addressD'4. You can amend the address if you require the documents to be delivered
to a different location. Click Next to continue placing the order.

8. The shipping requirements form opens. Enter the delivery instructions and any additional information and
click Next to continue placing the order.

9.  You may be asked to specify or select an account code. This feature is only available if the accounts
features have been selected for your portal. If you do not see the account page proceed directly to the
next step.

10. Check your order details. If the details are correct click Confirm Order to complete the order process.

11. Your order confirmation is now shown and an order number provided together with details of the cost if
pricing is being used. The Print room will now receive your document and may (dependent on
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configuration settings) send you an email confirming receipt. If the option Approval has been turned on
you will see the message that the document will not be printed until the document is approved.

Skyline can be configured to automatically send an email to the person who placed the order to confirm that
their order has been placed.

Version: 7.6.0.8



32 Skyline Website

Requesting a Quotation

Some orders will need to be priced manually as they have special requirements. You can request a quotation
which can be priced up in the print room and the quotation sent out via PrintStation. You will receive an email
telling you that you have a quotation waiting for you. You can then either accept the quotation and the order is
placed on PrintStation or you can reject the quotation and the order is marked as deleted.

To request a quotation.

1. Place an order in the usual way using the product designed for requesting a quotation. All price fields will
be blank during the process. When you have placed the order details will appear in your Orders tab where
the status will show as 'Waiting for Quotation'.

PDF | Job Ticket | Document | Crder Number | Crder Date | Required Date Status | Quote | Delete |
" |E| Testing Notes for Additional Fields 0000117 30/07/2024 14:05 Waiting for quote X
% [View| Administration 0000112 30/07/2024 11:01 Order Placed | X
- [aeo | AnAnaan An i aaAn g an e ~A v

2. You will also receive an email telling you that your order has been placed and another one stating that
your order is waiting for a quote. If your order contains a zip file you may see the order status change to
Downloaded before you receive notification of a quotation. This can happen on any orders you request a

quotation for as the print room operator is likely to view the document that you have sent before they can
create a quotation.

3. You will receive another email when a quotation has been sent. Within the email there may be a link for
you to use to go to your Orders tab in Skyline or you can just view your Orders tab. The order status will
show as Quotation Sent with a value and there will be a green tick available.

PDF | Job Ticket | Document | Order Number | Crder Date | Required Date | Status | Quote | Delete |
" |E| Testing Notes for Additional Fields 0000117 30/07/2024 14:05 Quote sent 25.00 x
% [View| Administration 00001132 30/07/2024 11:01 Order Placed X
= Now | Rdanial AnNNA12 INMNTIINIA 1NER Mrdar Dlarad A 4

4. Click |ﬂ| to open the Job Ticket. The quotation is shown in the price estimate section.

2EyIINE Joor 1ICKET - Work - Microsoft Ea g2 — L

] https://test2.eprintnow.com/Printstation/Jobticket.aspx?orderDetailld=bbc8b597c-95a39-43fc-%a21-cdfdcd...

| Print Job Ticket | Body
Quotation
1 eoumer Media |A4 White 80gsm |
ht \L. 1 Printed Sides 'Double Sided |
Printer Type Black and White |

Document Name: Testing Motes for Additional Fields
| Order Number: 0000117

I'. Created: 30/07/2024 02:07 PM Please enter any other special requirements

i
<4 Owner: Anne Wabb

g Pages: 1
Quantity: 2000
1 Status: Quote sent

Account Code:

g
Account Name:

. Title | Mrs |
1 Pages with colour: 1
1 Monochrome Pages: O Name |
Anne Webb |
i Company Mame [aPrint |
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5. To accept the quotation click or to decline the quotation click X . If you accept the quotation the
order will be marked with the status 'Order Placed' and be processed by the Print Room. If you reject the
quotation the order will be marked with the status deleted and will not show in your list of orders.
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Using Stripe to Pay for an Order

When Skyline has been configured to accept Stripe payments for orders you are automatically directed to the
Stripe site when you place an order. If you request a quotation[32 you are not required to pay using Stripe
until you have accepted the quotation.

To make a payment using Stripe:

1. Place your order016 in the usual way.

2. After entering your address and delivery details you will be taken to the Stripe summary page. Click

| Paymow |
Document Product Pages Copies Price
CostManager Collated Sets 30 4 360.00
ProductManager Portrait Staple 64 12 318.72
Sub total 678.72
Pay Mow Order Total 678.72

3. You are taken to the Stripe checkout page. A summary of your order is shown.

£ dl rect msrwoo Pay with card

Pay Skyline Email

£678.72 Card informaton

1234 1234 1234 1234 visa [0 I =
CostManager £360.00 MM /Y cve o
ProductManager £318.72 Name on card
Subtotal £678.72 Country or region
United Kingdom v

Add promotion code

Total due £678.72

Save my info for secure 1-click checkout

@ Note:

If you click IMI by mistake you can return to the Skyline website by clicking
o direct. You will be returned to the Skyline website and view a confirmation that the order
had not been placed. Click the View Basket link if you want to continue placing the order.

There was a problem processing the card payment. The order has not been placed.
Please click on the View Basket link and try again
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4. Enter you card details and click the Pay button. Your card details are processed.

G Note:

If you have a promotional code enter the code and click the Apply button which will show. The new total
will be displayed as shown in the example below. Your order will show in Skyline with the original
estimated price without the discount applied.

Subtotal f678.72
% 200FF -£135.74
Total due £542.98

5.  After successful completion of the card details \erification you are returned to the Skyline window which
shows details of your order. A confirmation email that your order has been placed will be sent to your
registered email address. It will not include the Stripe payment details.

Your order has been placed

Order Number: 0002686

Document Product Pages Copies Price

CostManager Portrait Staple 28 12 1548

ProductManager Collated i) 4 14,08
Total 32.36
Priority 0.50
Delivery 6.50
Order Total 39.66

All order notifications will be sent to your registered email address which is:

G Note:

If a promotional code can be applied to the order the price of the order will not be displayed, just
confirmation that your order has been placed. This happens even if you have not used a promotional
code. No confirmation email is sent.

Your order has been placed

Order Mumber: 0000134
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Using WPM Education to Pay for an Order

When Skyline has been configured to accept WPM Education payments for orders you are automatically
directed to the WPM site when you place an order.

To make a payment using WPM:

1. Place your order016 in the usual way. After entering your address and delivery details you will be taken to

the summary page. Click |_Faynew |

Document Product Pages Copies Price
CostManager Comb Bound 28 1 411
Website Comb Bound 94 1 7.48
ProductManager Comb Bound 64 1 6.09
Total 17.65
Priority 0.50

order Total 18.19

2. You are taken to the WPM Education payment website. Complete the required details and confirm your

payment. When confirmed you are returned to the Skyline Website with a summary of your order
displayed.

Your order has been placed

Order Number: 0002765

Document Product Pages Copies Price
Costfanager Comb Bound 28 1 411
Website Comb Bound 84 1 749
ProductManager Comb Bound 54 1 6.09
Total 17.69
Priority 0.50
Order Total 18.19
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3. You will also receive an email from WPM confirming your payment. You might also receive a summary
email if your Skyline system has been configured to send an order placed email.

Order Placed

Support
To  Anne Webb

Thank you for your arder 0002765 placed 24/09/2019. A summary of your arder is detailed below.

Document Copies | Pages Price

ProductManager 1 64 6.09
Website 1 94 7.49
CostManager 1 28 4,11
Priority 0.50
Total 18.19

Example of an Order Placed email sent from Skyline.
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Ordering a Product
To order a Skyline Publisher product:
1. Click the Products tab.

2. Locate the document that you want to print by viewing the contents of a folder.

[[iome T Businass Slationary T Upload Ie-u.-. T P sanalised Products T Tast Page ]

Brochunes
Busines Cerds
Publications

Standard |ethers

Brochures Business Cards Publications Standard letters
Sub trtle here

Range of cursnt

Lrutallation

Admiriztration and End

compeny branded Uner Mamunis

brochanes

1. Click Select by the required product.
3. A preview of the product is shown together with any variable fields.
1. Amend the variable data as required.
2. Click Save.
3. A message will appear stating that "Document was Saved". Click OK.

4. Click Next to continue placing the order.
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4. Select the required product options.

Cocument Type Product Options

Document name: Business Card Typal

39

Document

Paper

Printed Sides

Printer Typa

Ad White s0gsm
Double Sided

Black and White

Portrait Staple

Portrait collated sat
Stapling

Double Staple

=Y G

with top left staple

4 Return to Library ¥| 5ave Job Ticket

1. Select your required product options
2. Enter the quantity you require
3. Click Next.

The Basket window opens. A quotation for the job may be displayed depending on the arrangements that
you have with your print provider.

1. Amend the quantity that you require for any of the documents you have ordered. You do not have to
enter the same quantity for each one.

2. If prices are displayed click @,
3. Click Next to continue placing the order.

The Address window opens. The delivery address information is automatically completed if you have

entered a delivery address!Y'™ . You can amend the address if you require the documents to be delivered
to a different location.

1. Check the delivery address and amend the details if required.
2. Click Next to continue placing the order.

The shipping requirements form opens.
1. Enter the delivery instructions and any additional information.

2. Click Next to continue placing the order.
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8.  You may be asked to specify or select an account code. This feature is only available if the accounts
features have been selected for your portal. If you do not see the account page proceed directly to the
next step.

1. Select the required account code. You can use the search facility to locate an account code.
2. Click Next to continue placing the order.

9. Check your order details.
1. If the details are correct click Confirm Order to complete the order process.

10. Your order confirmation is now shown and an order number provided together with details of the cost if
pricing is being used. The Print room will now receive your document and may (dependent on
configuration settings) send you an email confirming receipt. If the option Approval has been turned on
you will see the message that the document will not be printed until the document is approved.

Skyline can be configured to automatically send an email to the person who placed the order to confirm that
their order has been placed. An example email is shown below. The wording can be amended to suit the
requirements of your organisation.

Order Placed

Build Server
Annethe Webber

Your order number 9388 for 6 copies of Skyvline TemplateManager [20120305] has been placed 25/04/2012.
Product name: 2 Hole Ring Binding

Number of pages: 24

Date requirad: 05/02/2012 12:00:00

Example Email that is received when an order has been placed.
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Viewing Orders Placed

You are able to see a list of all the orders that you have made and their current status in the Orders web page.
The Status of the order is automatically updated. The price shown does not include any additional costs that
apply to an order e.g. delivery costs.

@ Note: When an order is deleted in PrintStation it is also removed from the users Orders tab.

PDF | Job Ticket | Document | Order Number | Crder Date | Required Date | Status | Quote | Delete |
s |E| TUI lceland 0000111 30/04/2024 14:03 Downloaded

% [View |  WorldWide Escorted Tours 0000111 30/04/2024 14:03 Order Placed | X
7__" |E| Administration 0000111 30/04/2024 14:03 In Production

% [View] Manual 0000111 30/04/2024 14:03 Order Placed (X

% [View| NewEngland 0000111 30/04/2024 14:03 Completed (%
s |E| Word (6 pages) Mono 0000111 30/04/2024 14:03 Downloaded

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

Example of the Orders Web Page

When viewing you orders you can:

1. You can delete any order if there is a ﬁ by the order. You will asked to confirm that you want to delete
the order.

' test2.eprintnow.com says

Are you sure you want to delete this order?

(L

- = | 1 J
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2.

Click = to open the document PDF.

Click &%

Iby the side of the document name to see the specific order details. A new window opens

detailing the products selected and the delivery address. There is an option to print the job ticket if a hard
copy is required. If the order is updated in PrintStation the job ticket will be updated with the changes.

Only the Original Price will remain unchanged.
Skyline Job Ticket - Work - Microsoft Edg
|f| https://test2.eprintnow.com/Printstation/Jobticket.aspx?orderDetailld=11f3cb 74-614e-49c1-9309-b&7cs...

| Print Job Ticket |

Collated Sets

Document Name: Manual
Order Number: 0000112
Created: 20/07/2024 10:07 AM

Owner: Anne Wabb

Pages: 794
Quantity: 1

Status: Order Placed

Account Code:

Account Name:

Account Description:
Price Estimate: 43.67
Original Price: 42.67

[E—

Pages with colour: 741

Monochrome Pages: 53

Drocument

Paper
Printed Sides
Printer Type

Production

Title

Name

Company Name
Address 1
Address 2
County

Postal Code

Phone Mumber

= O X

=,

4

|A4 White 80gsm

|Double Sided

|Black and White

| Digital

|Mrs

|Anne Webb

|eF’rint

| Big City

|Long Road

|ABC 123

1234 567 890

The width of the columns can be amended to suit the text that they are showing.

You can accept a quotation by clicking .i._ For more information please refer to Requesting a Quotation

Da2.

If you use Approval there is an additional column showing if your order is awaiting approval of has been

approved or declined. The example below shows the Approval column.

PDF | Job Ticket | Document | Crder Number | Required Date | Status | Approval | Quote | Delete |
F | View |  Administration 0000112 30/07/2024 11:01 Order Placed Awaiting approval | X
B Manual 0000112 30/07/2024 10:55 Order Placed Approval not required (X
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Colour Analysis

If colour analysis in turned on analysis of the document can happen during the document upload procedure.
The analysis will find the number of pages that contain colour so that the cost of printing the document can
then be more accurately calculated. Only pages that contain colour will be charged at the colour click cost
when the document is printed in colour. The true cost is only calculated on body pages as front and back
cover pages are calculated as specified in the product.

0 Colour analysis is not available for Zip files or paper orders. Also, products that contain impositions are
not costed using colour analysis.

The number of pages that contain colour is shown on the library page together with the total number of pages
in the document.

CostManager —
I_:| == & COrder mm|
(=
—% Created: 15/02/2022
= - - Download )
Ii'ageg: 30, 24 pages contain some colour I | = = L)
Size: 3.25% MB
M Owner: Anne Webb | Colours | |
; ; ; Colours ™1 ;
Once a document has been uploaded into a library click | I to show the analysis.
Document name: CostManager
= Pages: 20 Download 7__-»
Pages with colour: 24
e o
lonochrome pages & Back
Colour Analysis
Page Cyan % Magenta %% Yellow % Black % Analysis
2 0 a 0 0 Monochrome
3 0 a 1] 1.64 Monochrome
4 a a a a Monochrome

Example showing the results when colour analysis is run on an uploaded document.

The Original Job Ticket will also show the colour split which means that PrintStation users can view the colour
split in the Original tab.
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When colour analysis is turned on you have the choice of 3 colour analysis models.

1. Black only is monochrome.
If the analysis shows that the values for Cyan, Magenta, Yellow are blank and there is only a value for
black then the page is treated as being monochrome.

Pags Cyan % Magenta % Yellow % Black % Analysis

68.48 68.13 Colour

Monochrome

2. Cyan, Magenta and Yellow equal is monochrome.
When you create a PDF of a Word document the text is treated as processed black. This means that the
page will appear to contain some colour as there will be values for Cyan, Magenta and Yellow. If this is
not what is required you should try the model where Cyan, Magenta and Yellow equal is monochrome.

Paga Cyan % Magenta % Yellows 96 Black % Analysis

32 1.16 1.16 1.16 1.06 Menochrome

3. Cyan, Magenta, Yellow and Black equal is monochrome.
If the values are all the same then the page is treated as being monochrome.

Page Cyan % Magenta % fellow %o Black % Analysis

9.02 9.02 8.33 Colour

Monmochrome
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Running Colour Analysis

You may find documents in your library that have not been colour analysed. If you create a new document by
merging documents then the colour analysis will not have been run for the new document. Also, you might find
documents in shared libraries which have not been analysed. You can order a document without manually
running the colour analysis and during the ordering process colour analysis will automatically run. Howevwer,
you are only able to see the summary results on the ordering page and not the full analysis.

F Websit
B syine , e | Crder B‘|
CL Created: 23/04/2019

e Pages: 94 | Download i”

Size: 6.13 MB

m Chwner: Anne Webb [ Analyse  Ja |

Example of a document before colour analysis has been run.

To run the analysis:

1. Click | Analyse  Ja | Analysis of the document will start which can take a little while if it is a large
document.

2. When complete you will be able to the results on screen.

Document name: Website
LB Pages: 0594 | Download "
Pages with colour: B7
Monochrome pages 7 | Back
Colour Analysis
Page Cyan % Magenta % Yallow S Black % Analysis
1 21.98 Colour -
2 ] 0 1] 0 Monochrome |=
3 o u] a 3.72 Monochrome
4 o 0 v] Monochrome
6 Calour
4,02 Colour
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3. Click | Hask | to return to the Libraries page. The document will show in the library with the
colour analysis results.
I_:l B sy f Website | Order ﬁl

]

—h Created: 23/04/2019

1 = Pages: 94, 87 pages contain some colour Download Z|
Size! 6.15 MB

m Owner: Anne Webb | Colours 1,

4.  If you want to view the colour breakdown of the document click | Colours "W
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Using Libraries

Skyline is supplied with flexible library features to meet with a range of customer requirements.

=2 Personal Libraries hold details of files that you have uploaded, including a PDF of the original file. If you
have placed an order for the document in the past, the job ticket details for your last order are also
stored. You can create more than one Personal Library so that you can store related documents in
appropriately named libraries. Once you have uploaded a document it will be displayed in your library and

can be mowved into any of your personal libraries.

&/ Shared Libraries are the same as personal libraries but you have given other users access to your
documents. Users are able to view or print documents in a shared library. Only the owner of the
document is able to delete, merge or mowe it unless hey choose to give access rights. Howewer, an
Administrator can create a document which has a job tickettl®® where by users will only be asked how
many copies that they require. They will be unable to select how the document will be printed. The
shared libraries are shown in a box if they are shared to a group.

- v/ & W x
& My Library
[ .
I3 Course Motes ibrary
| Personal Libranes
0 Q= m A4 Comb Bound
OQ%® iy Manual (602)
0 QB oy Simple
0O Q% oy Japan
0 QB oy Madeira
0O Q% oy CostManager

=, ~— G
- - F‘g p = 0 Catalogues

16/04/2020
02:06:38
16/04/2020
01:21:41
02/04/2020
09:45:41
05/11/2019
11:15:43
05/11/2019
11:02:21

05/03/2018
09:59:23

E Skyline catalogues allow stock
documents, prepared by your
Size Number of print provider, to be ordered
Pages on-line. To view a list of the
.87 MB 24z available documents click on

one of the Catalogues below.

[ Libraries Shared to a Group } B Help Manuals

TRy o
[Lihlalies shared to U:;en;:l——h-Z Research Papers

1.79 MB =]
2,18 MB 20
2.55 MB 28
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Changing the Library View

You can use the Library View option to choose the way that documents in your libraries are displayed. There
are 4 different views to choose from. The initial view a new user will see can be selected for each portal. For

more information, see the section on setting the default library view.
o/
=]

. . At e s
| My Library |l W x > o @ B

0 selecean B
E=]  Details view
new
(:D)h e 7 HE List View
Created: 16/06/2020 |
TS pages: 124 || B catalog View '
Size: 9.05 MB |

Examples of the different layouts are shown below.

| My Library il m x _‘k v j’ B @ jw - @
[ select all |Search | E
(I::;h L g Bsio a L (I::;h L= 8 L=
Ciets e s kel

news ‘ Wehsil:e-‘Amended Manual ‘ EoslMana‘ger Website ‘

O (=" O O O

ql ™ T Py q

7_3‘ e — ﬁ = ﬁ 7_—1

Thumbnail View of the Library

| My Library |l m x _‘k N f’ T @ jw - ?)

(] select all My Library |Sealch | E
new
Dl 4 Order  fm|
q Created: 16/05/2020
T Pages: 124 '—D oad ﬁ'
Size: 9.05 MB

m Owner: Anne Webb

Website - Amended
O B I Order ﬁ|
Q Created: 15/06/2020

S— MI
Detals View of the Library
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| My Library

) select Al

0O 0O 0O
£ L P

1 I
g & &

1]

- (&) m x S -0

My Library | Search

Document Name Dats Siz= Number of
Pages
new 16/06,/2020 5.05 MB 124
10:16:39
Website - Amended 15/06,/2020 6.232 MB 56
11:10:48
Manual 10/08/2020 29.90 MB 518

| My Library

List View of the Library

D Select All

-

g W o x - S-S

N
il
d

(2]

My Library | Search

new
= i s COrder
q A new manuzl created by merging the Website and PrintStation Manuals. For uss within the
T Print Room only. Download E
Website - Amended
8 Bwrino , Order ﬁ
e Download -:-_E]

Catalog view of the Library
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Searching Libraries

You can search for documents in all the shared libraries that you have access to. Searches can be performed
on both the names of documents and their descriptions.

To search for a document:
1. Open your Library web page.

2. Enter your search requirements.

. YA\ LY B a _\_’— m‘_. = ==
My Library <& mw  x s S ] - @

[_] select All My Library Search | Q
0
new =
l_:| B sy & | Order |
= —_—
—% A new manual creatsd hx merainﬁ the Website and PrintStation Manuals. For uss within ths

1. Enter the details of the document that you are searching for. You can enter the document name or
part of the document description.

2. Click B the search button.

3. The results of your search are listed.

|é| Skyling

(=
=J - a__‘ | Order

= o |
= | Download 74|
2
T Skyline Administration
E:> Library Mame: Research Papers

(= —
- L o | Order o |

= | Download Zl

m Skyline Administration

E:> Library Mame: Course Notes

L et T —— wwmqﬂxu*#ﬁ_hw

1. You can place an order for the document using | Order |

2. The name of the Library that the document is stored in is shown. If you want to see all the
documents in the selected library click the green arrow.
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Managing Documents in your Libraries

Documents that have been uploaded into your personal library can be deletedD% , copiedD®* or movedD® to
another library. You can also mergeD55 selected documents to make one combined document. The icons at
the top of the libraries window are used to perform these actions. You can also use the controls available

beside each uploaded document to QreviewD51 the document before printing as well as viewing the ED” .

You are also able to order documents2* as well as re-order documentsD? that are stored in the library.

Previewing Documents

When you preview a document you will be able to see a number of pages. The number of pages depends on
how your system has been configured. You system administrator will have configured the system to show the
first 10, 20, 50 or all paged in the document. You can view the whole document by opening the PDFLD52
associated with the document.

To preview a document in your library:

1. Click 4 next to the document that you want to preview.

2.  The preview window opens showing the document. The number of pages that can be viewed depends on
the configuration of your software.

Document Preview »

B SKyline

Skyline Website

Worson 608 Buld 1 [Februey 2018)

1-98
Shewang Tird 50 pages anly

» EE

Example showing a Documnet Preview of a 98 page document. The number of pages that are
available to preview are the first 50.
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Opening a PDF
To open a document in your library as a PDF:

=3
1. Click either T or | Pownlead 1 oxt to the document that you want to view.

The selected document opens in the PDF viewer window. Use the controls in the window to view the
document. Close the window to return to Skyline.
o Using, pedf - Adnbe Headar

Fia Bkt ew Doosrmnt Tooh Wedow Halg

gaw-ﬁ LT 88|

Using Libraries and Catal ogues
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Copying a Document
To copy a document to another library:

1. Select a single document or multiple documents by entering a tick i¥!in the selection box for each
document.

2. Click the Copy Selected icon. A list of Personal and shared libraries that you have access to is listed.

: . W S s [T
| My Library 'Hél m X m - v w p ? | = 0

[ select &Il My Library Course Notes Search | E
Exam Papers
II—:Il By g Help Manuals | Order |
—% A new manuzl created by merging the Website and PrintStatia )
——— Print Room only. M}l L e S Z
Research

m Papers

3. Select the library that you want to copy the selected documents into. The document will be available in
the original library as well as the selected library.
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Moving a Document

To move a document to another library:

1. Select a single document or multiple documents by entering a tick i¥!in the selection box for each
document.

2. Click the Move Selected icon. The personal and shared libraries that you have access to are listed.

. PR . W — e ==
| My Library - || 6. \mf x - § - -
— C o
[_] Select All My Library Course Motes :

Exam Papers

new
& Help Manuals Order

]
oy
v

A new manuzl created by merging the Website and PrintStation Manuals,

e My Library Download

Print Room only.

b Y

Research

3. Select the library that you want to move the selected documents into. The document will be moved from
the original library into the selected library.

Deleting a Document

To delete a document from your library:

1. Select a single document or multiple documents by entering a tick i¥! in the selection box for each
document.

ks

2. Click 2 Delete Selected.

3. You will be asked to confirm the deletion.

Are you sure you vwant to delete the selected document(=s)?

[ Ok I [ Cancel l

4. Click OK. The selected documents will be deleted.
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Editing Documents

You can edit a document you have uploaded into your library by adding blank pages or deleting specific
pages. You can also use the edit feature to merge documentsD160 in either your own library or in a shared
library.

0 Each document must contain less than 100 pages.

To edit a document:

1.  Select the required document by entering a tick i¥i in the selection box for the document.

G
2. Click —=— Edit.
3. The Edit Document page opens.

Edit document
New document name |

Praview of the edited documents. Use the arrow keys and dropdown page or docuemnt selectors to page through the document preview

Baginning of Book | | 1 |
Select Page

BSkyline

Skyline Website Manual
Warmioer 7103 [Fannumey 2024]

| Reload Preview |

Website 3E pages
<0 . O O == O - ) O == 0= 2
1 2 3| 2 4 5 5
v e [0
] O] = d O
7 g 3 10 & 11 — 12
j po
] O
13 14 15 15 17 i8
O O - O O O =)
19 20| £ 21 | 2z 23 24 -
-
| Delete selected pages | Add a blank page () before (@) after the selected pages | Add |
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4.
5.
6.

Enter a title for the edited document.

Preview the document by flipping through the pages.

You can use the navigator buttons to go to a specific section of the document or a specific page.

Beginning of Book
Website
End of Book

®ePrint direct

| End of Book | | 96

Select Page

Example of using the Navigator button to view the end of the book.

| smes i

Changing your Preferances Changing y=ur Emal Addras

T Il [ L S R el [Py e

12 T P ey 13

I:l 12-13 |2

1

2-3
4-5
6-7
89
10-11
12-13
14-15
16-17
18-19
20-21
22-23
24-25
26-27
28-29
30-31
32-33
34-35

-

Example of using the Page button to view pages 23 & 13
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7.  You can add a blank page into your document by selecting the page that you want to insert the blank
page either before or after.

| Reload Preview |

Website 56 pages
[0 o JO O= - |0= |0 ====|0=—| 2
Website - i R = = j . 4 5 N 6 -
O — L] == L] = L] &= O O =
7 E = 3 10| & 11| B=s 12
= ‘ - = -
[ == L] = 0 = U= U=
13| B 1| F—smm- 15| = 16 17| B4 18
Q== |0 = O=|0= |0 == |0=
19| T 20 * N 21 J 23| f 23 24|
| Delete selected pages | Add 2 blank page (@ befora (_) after tha selacted pages | Add |
| CCEIE SEeeted Pages |
Inn this example a blank page will be inserted before page 13.
8.  Click 99 | to add the blank page.
Website 27 pages
0 .. O 0= 0= 0 == -
. 1 2 3| & a 7 = &
e u.
O ] == L] o= L] & O L) =
il E- 8 3 10 = 11| == 12
| r - "
O = [ ] == L) =— O = U =
13 - 14 = 15| = 13 17
0= 0 = O = 0 O = O ==
18 19 1 20| 2 21 J - W 23
| Delete selected pages | Add a blank page (@ before () after the selected pages | Add |

Example showing the blank page inserted before page 13.
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9. Click | "elead Preview [y, ndate the preview at the top of the page.

12-13
Select Page

1| smeee

Changing your Prefarences

Example showing the blank page inserted before page 13.

10. To remowe pages from a document select the page to be removed in section at the bottom of the page

then click | Delete selected pages |

Website SE pages
A0 e U == O L e==— U] = O -
v i 3 - < = = & 7 e

— "
0= U = O O 0
3 ] 10 = 11 — 12
= “,

O=—7|0= O ==|0=|9==|0

1 7 14 15 . ET 17 L 10

In the above example page 2 has been removed. The number of pages has also been updated from 97 to 96.

11. Name sure that you have entered a new name for you document and click .
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12. The edited document is sent to the PDF Conversion Queue and will then be available in the same library
as the original documents.

i Lo h Wt ut ) e o
My Liory a|F W ox - 8- S C - @

[ select all My Library Search | g
Website - A ded —
'_D' o g [ Order 1|
f S
4 Created: 15/06/2020
= Pages: 96 | Download ZI

Size: €.23 ME

m Cwner: Anne Webb

Example showing the amended document that has been saved into the library. The date created and number of
pages is updated automatically
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Merging Documents

You can use the edit feature to merge documents in either your own library or in a shared library. Using a
shared library several users can upload, merge and print documents for a common project. Any permitted user
can merge documents together in a shared library. This allows several users to work on separate parts of
documentation for a project. The different parts can be merged into one document and submitted for printing.

@ Each document must contain less than 100 pages.

To merge documents:

1.  Select the documents you want to merge using the individual document selection box. Do not use the

[ R

Select All option. Then click = —=— . The time taken to creating the thumbnails will depending on the size

of the documents that you have selected to merge.

i AN -
| My Library || ) U x

M

Creating document thumbnails. Thiz can take a while. Please wait...

] select all My Library

Edit will not work with
| thiz Select All option.

- Amended

1
—

Created: 15/06/2020
Pages: 95
Size: 6.23 MB

M Owner: Anne Webb

f Manual

Created: 10/06,/2020
Pages: 918
Size: 39.90 MBE

m Cwner: Anne Webb

f CostManager

[P —

(]
joln
u

Created: 10/06,/2020
Pages: 23
Size: 2.83 MB

m Chwner: Anne Webb

f Website

fof <

Created: 10/06/2020
Pages: 94
Size: 6.22 MB

m COhwner: Anne Webb

o s

N = [ b ]
- - h‘.;

-0

Search

o
Download Z

o
Download Z

Order ﬁ'l

Download T |

Order  1mm|

Download |

Order

Order

2. Enter a name for your new merge document.
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3. If required you can amend the order that the documents will be merged using the arrows in the bottom
section of the page.

Website 95 pages
[0 .. |O O = 0 - ) O == 0
. = 4 5 = &
‘Websits
S v Use these buttons to amend the order that the '
Rty documents will be mereged together. Use the cross to
x delete a whole document if you decide that you do not
- want to include it in the new merge document.
- CostManager
il e Ue==—=) U= U s===== U O ]
7 8 9 10 =u. 11 —_— 1z
F == -
L] = O L] = O O O
13 14 15] = 16 17 18
0 0| = O] == 0 O === | O
19] A 20| 2 21 | 22| 23 24
| Delete selected pages | Add a blank page {:} befare @ after the selected pages | Add |

4.  Edit the documentsD%5 as required by adding blank pages or removing pages.

Reload Preview

5.  After any changes click | I to update the preview at the top of the page.
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6. When you are happy with the changes made click to create and save the new document. The
new document is sent to the PDF Conversion Queue and will then be available in the same library as the

original documents.

Edit and merge documents

New merged document name |Website & CostManager Manual

Preview of the merged documents. Use the arrow keys and dropdown page or docusmnt selectors to page through the merged document preview

Beginning of Book | | 1
Select Page

B Skyline

Skyline Website Manual

Warsiorr 703 [Fatniney 70240

| Reload Preview |

QNote:

Very occasionally a merge will fail due to a problem with a PDF. If this happens an error message will
show stating that there was a problem. Click the Cancel button and review your PDF's to correct the

error.

Invalid PDF files
There was a problem merging these documents. Please check that the PDF's are valid
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Adding a Personal Library

If you have access to Libraries you may be able to create your own libraries. You can create more than one
Personal Library so that you can store related documents in appropriately names libraries. Once documents
have been uploaded you can move them into any of your libraries that you have created.

Click - to view your personal libraries

Click lcon to return
to your library

My Library - |EI

]
[[] select all |_ Help Manuals

Name of library you
are currently viewing e
type, numpbel ether the printing

Each document ordered can have a separate cost added to cov
Finally a cost for the whole order can be applied to cover delive

the pricing pr

g o
g

- PSS G- ""“""-""'“"‘"‘“"1’-‘

To add a new personal library:

1. Click Li‘-; to manage your personal libraries.

2.  Enter a name for your new library. In the example below we hawve entered the name 'Help Manuals'. Click
Add.
Manage Personal Libraries
Add a new library
Library Name | Help Manuals Add

J My Personal Libraries

Library Name Default

a My Library

@ My Shared Libraries

Shared Library Name

I Predefined documents Manage Catalogue Permissicns

Version: 7.6.0.8



64 Skyline Website

3. The new library is added as a personal library; it is not available for any other users.

Manage Personal Libraries

Add a new library

Library Name Add

—a
‘J My Personal Libraries

Library Name Default

II Help Manuals Share Library

& My Library

@ My Shared Libraries

Shared Library Name

I Predefined documents Manage Catalogue Permissions

Version: 7.6.0.8



Skyline Website 65

Sharing Libraries

If you have been given access to a shared library, the shared library will be listed separately on the libraries
web page. Click on any of the shared library names to view the documents that they contain.

Shared Libraries My Library v || -

bt Help Manuals [[] select Al Help Manuals

=, Research Papers

Libraries shared to a group
lb;;’ Security

Pages: B0

B Travel 1 Libraries shared to users i

h-; Chemistry

I|_:I| — épHanual

When the owner of a library chooses to share the library they can give users full access. Anyone given access
is able to choose how to print the document but they are not able to delete any documents in the shared
library. They will also be able to move or copy other documents into the shared library. If the product choices
for the document has been pre-definedl168 then only the owner of the document can change those choices.

Owners of the shared folder are able to amended any job tickets and delete any documents that other users
have uploaded into their shared library. The person who uploaded the document will also have control over the
document. Everyone else who can see the folder will be unable to delete the document.
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Creating a Shared Library

A shared library is a personal library that you have given selected users access to. Users are able to view and
order documents in a shared library. By default only the owner of the library is able to add documents to a
shared library. If you select the option 'Give users full access' users will be able to also add documents in the
library. Only the user who added the document or the owner of the library are able to delete documents.

Before you can create a shared library you need to have created a personal library. For details on how to
create a personal library see the section Adding a Personal Library(63,

To share a personal library:

1. Open your Libraries web page and click iJ-'—‘g to manage your personal libraries.

In your list of personal libraries click the link Share Library next to the library that you want to share.

Manage Personal Libraries

Add a new library

Library Name | Add |

.J My Personal Libraries

Library Name Default
& Help Manuals Share Library o
f My Library o
ﬁ:; My Shared Libraries
Shared Library Name
& Predefined documents Manage Catalogue Permissicns o

Select how you want your documents listed. You can choose to show the documents by the date that
they were submitted. Alternatively you can order the documents alphabetical by the document name.

.J Help Manuals Give other users access to your Shared Library. Back

®) order by Date Submitted () Order by Document Name
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Select the users that need access to the library that you have created.

E::Z Help Manuals Give other users access to your Shared Library. Back
Transfer ownership to: | Select User =l | Transfer |
(@) Order by Date Submitted O)lorder by Document Name 1
':E:' Users '::::' Raoles

| Search || Add Selected Users | L 3
[ Give users full access

Angus McDonald N —

Anne Webb Assigned Roles Assigned Users

:nnletle.webber@eprmt.nel ctaft % Theress Green %

pril Showers

break 2

Brian Dawson

Charles Taylor

chris

Cuthbert Sewell

David Donald

Donald Trump

Eric West

Horace Palmer

Janet Vanstone

July

Laura Skey

Mike Ansell

Mike Evans

Nettie -

1.  Select how you want your documents listed. You have a choice of showing the documents
ordered alphabetical on the document name. You could alternatively order the documents by the
date that they were submitted.

2. You can select individual users from the list shown or search for them if the list is too long. You
can also choose to share it to all users of a specific role by selecting the role.

3. If you select the option 'Give users full access' the users will be able to add documents to the
library. When finished click the Back button.

h i
5. When you have selected who to share the library with the icon by the library name changes from --‘/ to
hig. The Library will be listed in the section My Shared Libraries.

Manage Personal Libraries

Add a new library
Library Mame | Add |
’._‘I/ My Personal Libraries
Library Name Default
& My Library o

If Help Manuals Manage Catalogue Permissicns

& Predefined documents Manage Catalogue Permissions

1. If you want to change the users who have access to your shared library, click Manage Catalogue

Permissions to change the permissions.
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Adding Pre-defined Documents

When a shared library has been created documents can be added with a pre-defined product options so that
users can just order the number of documents required.

To add documents with a pre-defined product:

1. Open your Library and select the documents to be added.

[ 8
[

2. Click " to Move the selected documents and select the shared library that you want to move the
selected documents into.

3. View the library that you moved the documents into.

4. (Optional) The documents can be renamed and a brief description added.
1. Change the view to "Catalog View".
2. Click ¢ associated with the document.

3. Amend the document name and add a description of the document. When finished click Save

» New Document Name

Skyline CostManager

Crescription

Skyline CostManager has been designed to make the pricing process
intuitive and flexikle. The price of an order can be calculated based on
the number of pages, the media type, the numker of side=s that are
rrinted and whether the printing is in colour or mono. Each document
ordered can have a separate cost added to cover binding, s=stapling,
folding etc. Finally a cost for the whole order can ke applied to cover
delivery and priority regquests.

[ Save ][ Cancel ] 55/500

4. The updated details are shown in Catalog View

Salact all My Library ﬂ
Skyline CostManager -
: f ¥ o Oirder wr
— Ekyline CostManager has bean designed to make the pricding process intuitive and
E TRt " -
r flexible, The price of an order can be caloulsted bazed on the number of pages, the Download
media typs, the number of sides that are printed and whathar tha i® in calour

or mono. Eath documant orderad can have a saparate cost addad to

var binding
stapling., folding etc. Finally a cost for the whole order can be applied to cover delivery
and priority requests

Craated: 09/01/2018

Pagas: 553

Siza: 1.E9 MB

Chnver: Angus McDonald
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5.

The job ticket for the document needs to be defined.

1. Click sy associated with the document to view the product options.

2. Click Proceed associated with the product that is used to produce the document.

—=

Decument Type

Document name: Skyline CostManager

Simple Printing
A4 AZ or AS document printed in black/white or colour. No

Procesd M
covers or finishing options available.

_— - A4 Booklet
Printed on A3 in black and white or colour and folded to

produce an A4 booklet double stapled. Please use Special

I
-.____.r B e S e

3. Complete any product options that are required then click Next.

4. When you view the Basket page where the quantity of documents to be ordered is entered, click
the Libraries web page.

Hodrae Librarias Business Stationary ' Upload r Papas Dodumants 1 Crdars I Approsal ] Prodedts r Skyling Halp ]
—
Document Type Product Options Baskat
Docurmnent Product Quantity  Price Pages Edit
Skyline CostManager Simple Printing 1 & L0 20 Edit x
et
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6.

You need to check that the document defined job ticket is available to the users.

1. Log into Skyline as a user with access to the shared library.

2. View the library. The basket associated with the amended document will be green.

T _ﬁ?x . M.Oi

My Library
| Select Al

=
< p—

it

Instruction Manuals

CostManagar

Skylina CostManager has baen designad to maks the pricing precess mars intuitiva and
flexible. The price of an order can be calculated based an the aumber of pages, the media
type. number of sides that are printed and whether the printing is in colowr or black and white,
Each documant ordered cam have a separate cost added to cover bimding, stapling, folding stc.
Finally & cost for the whole arder can be applied te cover delivery & priofity requests

Search ﬂ
|

Download T2

3. Click I associated with the document that you have just updated. You just enter the quantity of
documents to be ordered and add then to your basket.

in

mnom

|

ALLLEF F =B | P L |
= x
Skyline CostManager Pages: 20 .

sttt

—— g

Simple Printing
. A4 A3 or AS document printed in

black/white or eolour. No covers or
finishing options availablae.

Skyline CostManager has baen designaed =
to make the pricing process more F
intuitive and flexible, The price of an =
order can be calculated based on the
number of pages, the media typa,

number of sides that are printed and
whether the printing iz in colour or black

and whita Earh decomant ardarad ran

Quantity | || Add To Basket
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Shared Library Administration

An administrator is able to add or remove users or roles to any shared libraries. They are also able to transfer
ownership of the shared library to another user.

To assign/remove users from a shared library:

1. Log in with administrator rights.

2. View your libraries page.

3. Click & to view the Manage Personal Libraries page. A list of shared libraries that belong to other users
is shown at the bottom of the page.

Manage Personal Libraries

Add a new library

Library Mame Add
’._‘I/ My Personal Libraries

Library Name Default
& My Library

4

h\g My Shared Libraries

Shared Library Name

& Help Manuals
4

Predefined documents

Manage Catalogue Permissions

Manage Catalogue Permissions

Shared to users

Library Name

L i Shared libraries belonging to other users

Cwner Username

Brochures

SharedAzure Library

Shared to user roles

Library Name

Nettie

annette.webber@eprint.net

Owner Username

Manage Catalogue Permissions

Manage Catalogue Permissions

SharedAzure Library

Travel Brochures

annette.webber@eprint.net

Nettie

Administrator

User

Role Name
Project Alpha MNettie Approver Manage Catalogue Permissions
Project Alpha Nettie Manager Manage Catalogue Permissions

Manage Catalogue Permissions

Manage Catalogue Permissions
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Click the Manage Catalogue Permissions link associated with the library that you want to amend the

assigned users or roles.

Select the users that need access to the shared library. You can select individual users from the list
shown or search for them if the list is too long. You can also choose to share it to all users of a specific

role by selecting the role. Users or roles can be deleted as required.

&;’2 Project Alpha

Transfer ownership to: | Sell

Library owner: Nettie

I

) grder by Date Submitted

® ysers (! Roles

| Search || Add Selected Users |

Angus McDonald

Anne Webb

annette webber@eprint.net
April Showers

break

Brian Dawson

Charles Taylor

chris

Cuthbert Sewell

David Donald

Donald Trump

Eric West

Horace Palmer

Janet Vanstone

July

Laura Skey

Mike Ansell

Mike Evans

Nettie

»

() Grder by Document Name

Assigned Roles

Back

| Transfer |

|_| Give users full access

Assigned Users

When finished click Back to return to the Manage Personal Libraries page.

Manager

Approver

X
X

Neo Users Assigned
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There may be occasions when the ownership of a shared library needs to be transferred to another person.
To transfer library ownership:

1. Log in with administrator rights.

2. View your libraries page.

3. Click & to view the Manage Personal Libraries page. A list of shared libraries that belong to other users
is shown at the bottom of the page.

4. Click the Manage Catalogue Permissions link associated with the library that you want to transfer
library ownership of.

Eg Project Omega Library owner: Charles Taylor Back
Transfer ownership to: || Select User |

® Order by Date Submitted Order by Document Mame

® Users Raoles

| Search (| Add Selected Users | Give users full access

Aaron Vanstone e A
Angus McDonald szigned Roles

Anne Webb Mo Roles Assigned

1.  Select the new owner from the drop down list.
2. Click Transfer.
5. Click OK when asked to confirm transfer of ownership of the library.

6. You are returned to the Manage Personal Libraries window. The library will be listed in the 'Shared
Libraries belonging to other users' section with the new owners name.

0 Note: If you need to delete a shared library that belongs to another user simply transfer the ownership of
the library to yourself. The library is then listed in the 'My Shared Libraries' section. You are then able to
delete the library using the delete icon .
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Approval

The approval function allows managers to decide what jobs are printed by Skyline and automatically keep the

user informed of those decisions.

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

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

Orders Needing Approwval

2 Orders need o be approved before they are released

Refresh
Account . Date - -
Usar nams Order Id Document name  Product Code Pages Copies Submitzed Date required  Priority
w 0200441
2/2023
Laura Skey 0200441 PrintStation Comb Bound 0256 :::'?:_‘g?ﬂ
w 0200442
O E CuthbertSewell 0200442 Websits Smpie P30S 110 5 EHHATE Normal
Printing 10:31:00
. 1 . a ; T ¥ . | - Y
Cwervizw Details |, Customer Details ‘\Hlstc-ry -.\Nubes '\, Additional Fields
PrintStation Comb Bound Laminated Save
Document | A4 White 80gsm *| | Double Sidad = | | Black and Whit= - O
Front coves: | A4 Card | | Single Sided =| | Colour |
Besck corver: | a4 Card ~| | Mone -| | -
Account Code | 0256 | Binding | Comb Bind -
Account Name | Training Documents | Pages | 124 Copies IE' Price | 24533
Acoount Descripion | Accounts Department | Dot feuired | Caliculate Price
Peason for Approval oF Rejection
Approvers
| Select a Level 2 aporover for Hhs document v

|W Approve | | X Reect |
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Any job with % are orders that you have selected and the it is locked to you. If you leave the page without

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

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

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

Reason for Approval or Rejection

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

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

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

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

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

Customer Details- contact details

Additional Fields - Approvers will be able to edit the Additional Field values if they have "Allows approvers
to select their own users" checked on the Admin / Approval Settings page
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Single Level Approval

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

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

Y & &
z: 3 3

Unassigned User
Users Exempt User !1

Approver C Default Approver

Job passed to the
print room

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

Approver A Approver B
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Two Level Approval

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

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

-
O
SF g

\

Approver Level 1

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

\/

Job passed to the
print room

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

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

If approval is being used the user's will see notification when they place an order that the document will not be
printed until the request is approved or rejected. The wording is can be altered, for more information see
Configuring Checkout Message

Your order was successful.
Order Number: 0005287

Documents will not be printed until they are approved.

All order notifications will be sent to your registered email address which is: annette.webber@eprint.nat

Quantity | Document Product Pages Price

= ] SkylineManual Ad Plastic Comb Bound 802 213.08
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If you have been assigned the role of Approver you will see an Approval tab. You will need to decide what jobs
are sent for processing further by either being sent to the PrintStation or to a second level approver. Jobs can
also be rejected. All the orders that have been placed are listed on the Approval web page. Details of the
selected order are shown at the bottom of the screen. The price shown does not include any shipping costs. If
there is no PDF icon showing the option to view the PDF's needs to be enabled.

If an order is placed which contains a zip file you are able to open the zip file and view the document before
approving or rejecting the order. To open the zip file double click 1.

| Crverview Dietails Customer Dietails
Administration

Diacuinment

Account Code
Account Name

Account Description

Histary ", Motes

A4 White 80gsm

Ad Card

0254

General Stationary

Accounts Department

Additional Fields

Comb Bound
- Double Sided -
= Single Sided =
- MNone -

Binding Comb Bind

Pages 250 Caopies | 17

Date reguired G

Example of an order placed for a Zip file

Laminatesd
Black and White -
Codour |
- [

Price 13359

Calculate Price

If an order is placed for a paper original document the preview image is shown as a stack of paper. You will be

unable to view the document.

| Crverview Details Customer Dietails

Daocument

h From cones:

Back cover:

Account Code
Account Name

Account Description

Histaorny ', Motes

Historical Occupations

Ad White 30gsm

0256
Training Docurments

Accounts Degartment

Additional Fields

Simple Printing

- Double Sided -
Binding
FPages | 250 Copies |1
Date reguired Gl

Example of an order placed for a paper original.

Laminated

Black and White -

-

Frice 103.75

Calculate Price
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Using Approval

To approve or reject an order:

1. View the Approval web page and select the order that you want to review. The details associated with the
order are shown at the bottom of the screen.

2. Click on each tab to see specific information regarding the delivery and customer details.

Overview Tab

| Overview ' Details

=
.

T

Details

| Crverviaw | Detail: ' Customer Details

Priarily
Dalivary Mathod

Scaling

Trees
Continents

UK Parts

Customer Dietails
PrintStation

Daocument
Front cover:
Back cover:
Account Code
Account Mame

Account Description

MNarmal

| will pick it up

Customer Details

| Cwerview Details

Mame prafix
First name
Family name
Ernail address

Phone number

| Customer Chetails

Mrs

Laura Skey

' Histaony

Histaory ", Mates
Ad White 80gsm

Ad Card

Ad Card

0256

Training Documents

Accounts Department

History ", Notas

Motes

annette webberEeprintnet

0123 456 720

Additional Fields

Comb Bound
= Double Sided -
= Single Sided -
= Mone -
Binding Comb Bind
Pages | 124 Copies | 42
Date reguired =

Additional Fields

Folding
Hode punching

Stapling

Counties
Torwns

Capital Cities

Additional Fields

Crganisation name
Strest

ity

Region The World

Post Code

Lesmiraled
Black and White -
Colour | &
- 7

Frice 24533

Calculate Price

ABC 123
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3.

History
Overvisw ' Details ', Customer Details | History | Notes ', Additional Fiekds
Date Changed Status Name Print Station Mame Uzername
10/12/2023 102222 Crder Placed

Notes

Overview |\ Detsits | Customer Details |\ History | Notes | Additional Fields

User Notas Wour Motes (Mot visible to user)

Additional Fields

Overview | Details | Customer Details '\ History '\ Notes | Adcitional Fiekds |

Further Infurmation Select an Additional Field to edit the Value
Additional Field Value Course Subject
Course Subject Computing & Informatics | Computing & Informatics -
Course Code TFD-8954-0003

®Any changes made need to be saved before selecting another field.

ps

If you need to see the contents of the document click 2. to download the document. This option will only

be available if the option Approvers can download the document PDF has been selected.
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4. Enter a reason for approval or rejection if appropriate. If you are using a two level approval system select
the person Click the Approve button to pass the order to the PrintStation or a level 2 approver. Select
Reject to prevent the job order being processed.

ched please snter one of the standard rejection codes

reeml Code ©] Coxt Code

Example with single level approval.

" Appiove M Reject

Example with 2 level approval.

Skyline is configured to automatically send an email to the person who placed the order to confirm that their
document has been approved. An example email is shown below.

Order Approval Request Tue 05/07/2016 09:39
noreply@eprint.net ¥ Annette Webber

Your order number 0005287 have been approved. The request for the document to be
printed has now been sent.

Example of an email confirming that the order has been approved
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Selecting Users

Depending or your requirements Approvers can be assigned users or they can select the users that they will
manage. If they are able to select their own users a select users button is available on their Approval page.

Orders Nesding Appraval

E T —

User Mame Ordes D e Product AccountCode | Pages | Copies o | RequiredDote | Priority
4 0005274 "
R st OB, . pyhiintntt et SR PR . - s ST TRy SN

When an approver clicks |£ S |they will see a list of users allocated to them as well as a list of

users. They are able to select and remove users from their allocated users list.

Allocated Users Users ol alblecalted lo this approver
Q
Akigail Smith N ethe - Save Eack
Anretie Webber Aol
Charles Taylor Brian Dwson Hide alcated vmars
Dawicd Allen Cuthbert
Helen Mixen Eric Wit
Fred b
Freds
Gy Hiarri
Hedacd P alemnen
Jamees Spesk
Janet Vanstone
emema
lesin Thesnpian
Karen Milligan
Lity Camey
Lk
Mok & Evar -

If a user is in green they have been allocated to an approver. If they are in red then they have placed an order
but not been allocated to an approver. Until a user is allocated to an approver or they place an order they are
shown in black.
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Aaron Vanstone s =
4|

Ampton
Angus McDonald

Brian Lawn
Charles Taylor
Craig
Cuthbert Sewel
David Donald
Debbie
Dieter
Dieterll
Donald

(~ User has been allocated to an approver.

Hover over the name to see the approver.

User has not been allocated to an
approver and has submitted an order.

—

eprint.testl
eprint.test?
Eric West
Felix

Fred

Crm o 1 mimr i ok

User has note been allocated to an
approver.

83

Version: 7.6.0.8




84 Skyline Website

If the option to hide allocate users is selected all the users that have been allocated to an approver will be
hidden.

Ampton ' | Save | | Back |
Angus McDonald

Brian Lawn Hide allocated users
Charles Taylor

B i

Allocated users are hidden

To allocate a user to an approver:

1. Highlight the user or a group of users by using the CTRL key.

2. Click E to add the selected users.

3. Click %€ |

Allocated Users Users not allocated to this approver

Search ||§
John Smith ~_ = | save | | Back |
John Smithl

Joy Hayden [ Hide sllocated users

Karen Buckle
Lily Carrey
Lizzie Best

Lizzie Bestall

A oy o St SR .. gt A i At st AN
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Viewing Approval Status

The Approval Status report lists all the documents that are waiting to be approved and also the last 100
documents that were declined. When the options for approval are selected you are able to set the warning

thresholds.

@ If a user has more than one approver then any orders that they place are listed under both approwers.

Approval Status

Total documents Documents waiting Documents waiting Total documents
waitng for approval for Level 1 approval for Level 2 approval dechned: 59/479

Disturrsinis waeking for Level 1 approval Dioturranis waRing for Level 2 apeeoval Last 100 dosoumaes decined

Liga' Rsiriol Dt 10 Documant Nama Dabe Subsnitbed Cate Rbguined Brodut

e Apgrover: Angus McDonald - Count: 7

E Bok Jonaa 0002257 ScuthEmsternLiSA ;;‘:?;::g"a ;u'::""‘ ek
=] aen B002384  ProductMansger e 24 Bockiat

E Higal Broad LR 5] Wine Rageen ::’Zl:: = ::'::.’21! Collated Sats
B s e o -
E varnon Pickls GO02360 1BM Lobhes Mobes ii‘:g;‘:‘ﬁg L= gilg:'lim 24 Booklet

E Mikos Evmnm [l frdrd g Singupors ::.:x.’::m, ::":;‘:ﬁlu Fortrait Stapls
E Cimvicl Donald oO02263 Linkan ﬁ:fgzlﬁg = Partrait Staple

> Appeovart Anne Wabb - Countt 9 (Shoming 3 of 9 Rard. Growd continuas on tha naxt page.}

L] m @ ¥ |M  Pagesgizer 10 ¥

Prigrity

Hot urgent

Reaguired
today

Hat ungant

Mot urgent

Mot urgant

Mot urgent

Mot urgsnt

Days
Waiting

L7 itemE in 7 pagEs

Example of the Approval Status Report.
To view the Approval Status Report:
1. Log in with Manager rights and go to Management.

In the Reports section click Approval Status.

o Approval Status
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Management Facilities

The role of Manager provides access to the Management page.

Reports
r"l.\) Table reports \) Legacy Table Reports
Approval Status
Orders

Live Orders

Wiew Orders

Example of the options available on the Management page.

Version: 7.6.0.8



Skyline Website 87

Reports

Reports allow a manager to interrogate jobs that have been printed. When a report has been created the report
data can be exported for further analysis in your own system or into Excel. For more information on presenting
the exported data using Excel refer to the section Using Exported Data in ExcelD¢2 .

The type of reports available are divided into 2 types.

J \.) Table Regor‘csD88 - You can create your own reports as a one off report or one that is saved and run
when required.

o \) Legacy Reports are reports that were created using the old version of the Table Reports (prior to
version 6.9.6). All existing reports can be run and amended as required but no new ones can be created.

o Approval Status[85 - A report that displays the number of orders awaiting approval and details
about the order.
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Using Table Reports

Orders
View all the orders on a portal betwesn the selected start and end dates
Reports Report Description
Daily Report || Load All fields for orders printed for current day
Report Name
Daily Report Save Delete
Variables can be added to the description. See online manual for help
B[] Orders .
Date Printed
&[] Job Ticket Date Range
& Printing iMoot —
& Document Finishing Startinats
01/10/2019
User Details
End Date
Approval, Custom Dptions and Payment 2311072010
Notes
Run Report Export to CSV | CSV Separator Character| Comma ~ | Enclose data with quotes ¥
P P (e —
Click an a column heading to sort the grid by that value
i) e e o e e e L e
Date Date Document Document - Docut
Order Number BTt Complated Delivery Cost Priority Cast o Product Name = Paper Original Paged
u / n =
23/05/201% 01/10/2013 Trish Train
0002748 rtion orapins roores Collsted 258057 1
23/05/2013 i ’
0002747 emon Wine Region Comb Bound 258048 F
02/05/2013 Discover New
0002710 reinnn 0.0000 0.5000 el Collated 257982 ES
0002800 G 0.0000 0.5000 Website Portrait Staple 258168 34
15:52:00
23/09/2012
0002747 Teamion Administration  Comb Bound 258053 5
07/10/2013 A4 Comb
0002804 17:16:00 0.0000 0.5000 Sound Comb Bound 258172 242
4 3
- < D 2 3 4 5 &6 » M Page size:| 10 ¥ 58 itemns in 6 pages

To run a report:

1.

2.

Log in with Manager rights and go to Management.

In the Reports section click Table reports.

Table reports

Select the report name and click Load. The report will be loaded and a description of the report is
displayed.

Orders
iew all the orders on & portal between the seleded start and end dates

Reports Report Descripbion
Daily Report * | Load All fields for arders printed Tor current day

Repart Nams
Daily Report Save Oelete

4 i ¥ [Hil lllil

\-iéﬂ-—ﬂ,@%-‘- P e et ‘_mﬂw*uﬂh—mwwﬂ.hrﬂ . e e
Select a date range for the report.

Click Run Report

Version: 7.6.0.8



Skyline Website 89

6. The report will be displayed at the bottom of the screen.The data created when you run a report can be
exported so that it can be manipulated to produce any management reports required. When you have
created a report you can export the report details as a comma separated file. You can then import the
data into a program of your choice. You can export the data directly to Excel or as a CSV file that can be

opened in other programs, including Excel. Refer to the section Using Exported Data in Excel092 for
more information.

1. Amend the CSV separator if required then click Export to CSV.

2. Select what program to open the report with. In the example the program used was Microsoft
Excel.

i

Opening Crders printed from Print Services.csv &

¥ou have chosen to open:
-'.-’T_a] Orders printed from Print Services.csv

which is: Microsoft Excel Comma Separated Values File (24.8 kB)
frerm: http://buildserver.eprintoffice.net

What should Firefox do with this file?

@ Qpen with .Mlcm-mrl"rExcel (default) -

Save File

|1 Do this automatically for files like this from now on.

| oK I Cancel
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Creating a New Report

New reports can easily be made and kept for future use.

To create a new report:

1. Log in with Manager rights and go to Management.

2. In the Reports section click Table reports.

"x\) Tsble reparts

3. Enter a name for your new report and a brief description.

Reports
Chris repart * | Load

Report Descrption

Report Name

Example Repaort Save Delete

Deetails of the report fields selected can be entered in this 1'r~rl

Variables can be added to the description.

[PortalName] will be replaced by the name of the portal where the order was placed.

[yyyy] The year as a four-digit number.

[yy] for the last two digits of the year.

[MM] The month, from 01 through 12.
[MMM] The abbreviated name of the month.
[MMMM] The full name of the month.

[dd] The day of the month, from 01 through 31.

[ddd] The abbreviated name of the day of the week.

[dddd] The full name of the day of the week.

[HH] The hour, using a 24-hour clock from 00 to 23.

[hh] The hour, using a 12-hour clock from 01 to 12.
[mm] The minute, from 00 through 59.

[ss] The second, from 00 through 59.

[DateStamp] The date the report is run.

[TimeStamp] The time the report is run
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4. Select the fields that you want to include. The fields are divided into 6 sections. To see the field available
click on the cross. If you want to select all the fields in the section click in the check box next to the
section heading. If only certain fields are required, just click in the check box next to the required field.

= m] Orders
""" Order Mumber
""" | Date Submitted

Date Completed

""" | Delivery Cost

""" Pricrity Cost

- [] Job Ticket

+J Printing

+-} User Details

H Approval and Payment

&- Maotes

5. Click the Save button to save your report.

Reports Report Descrption

Chris repart v Load Dietails of the report fields selected can be entered in this 1".-.=I

Report Name

Exvamiple Report Sawe Dielete

Warishles can be sdded to the description. Sse online manusl for help

6. Select a date range and run your report. If you decide that different fields are required in the report you
can amend the report as required. Just remember to save the report when you have selected the fields.
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Using Exported Data in Excel

When you have created a report you can export the report data and use Excel to present the data in a number

of ways.
To use Excel to present your data:
1. When you have run your report select the option "Export to CSV".

2. Open the file with Excel.
i

Cpening Details of the documents printed between selected dates [In... u

You have chosen to open:

@ ...lected dates [Including document finishing option selected].csv

which iz Microsoft Excel Comma Separated Values File (28.4 kB)
from: http://buildserver.eprintoffice.net

What should Firefox do with this file?

Microsaft Excel (default) -

et

i) Save File

[] Do this automatically for files like this from now on.

QK ] ’ Cancel

3. The exported data will be shown in Excel ready for you to apply formatting and present the data as

required.
FANE™ | E Dhetails of the documents prmied between selected dates [incsding document fnishing option sefected]cw - 1
h Ham# It Page Layout Farmulas Dats B Vigw
d'- & Gt Calibri A A - = Wrap Text Gerigral " F = L B
— Ha copy - i — % t‘ ' ) —| iﬂl. i —’1‘-{ |
e i B 4 U 7 G A EE W R Sescacon- B % 0 w3 O rome e e
Clipt=aard s Fant Alignmern Humbi . Sryle
Al - B Product Narme
A B C 4] E F & H I ] K L M ™ 2]
1 Drdwld Documen Requastes Total PrirdCollated  Scaling  Binding  Folding  HolePuncl Stapling
2 Simple Pr 1305 il e il onestaplePortraliTopleftorLandscapeTopRight
3 Simple Pr 1805 25 2 572 OneStaglePortraitTopleftorLandscapeTopRight
4 Sirmple Pr 1911 ] 12 31z
5 Sirmple Py 1912 1 12 12
B |Sirmiple Pr 1912 1 12 12
I 5ll'l'|p|DP'I' 19312 1 12 12
B adPlastic 1914 = 1 = PlasticCor
3 Simple Pr 1320 3 2589 23301
10 Simiple Pr 1332 3 125 1135
11 A4 Plastic 1923 242 ES 1835 PlastieCor
12 Simple Pr 1923 602 E 4815

’bﬂnpjwﬂw-u-l ot - e e s il s | o . et g )
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Sub-totals

The Excel feature Subtotal was used on the exported data to show the total number of pages printed for each
product type during the period selected when the report was run.

A B C D E

1 Product Name Orderld Document Pages Account Code Total Printed Pages
4 A4 Booklet Total 128
25 A4 Plastic Comb Binding Total 1715
34 |Business Card Total 15
38 |Printing Double Sided and Stapled Total 420
77 simple Printing Total 19570

78 Grand Total 21848

Example showing the use of the Excel feature Sub-total

This feature can be used to provide sub-totals as required from your exported data. Another example is shown
below giving details of costs for each user.

A B C H
1 | Orderld Account Code Price Username
i 122 1907.65 admin Total
[ - 123 3056 312 £0.15 AndyB
124 3058 312 £0.20 AndyB
125 3057 517 £0.09 AndyB
126 3054 517 £1.62 AndyB
127 3053 517 £1.20 AndyB
- 128 3055 517 £2.31 AndyB
=] |129 £5.57 AndyB Total
327 £12,719.38 Anne Webb Total
351 £516.14  Shanda Leer Total
375 £534.76 Tester Total
397 £169.41 Theresa Green Total
403 £20.46 user Total
407 £120.84 Wanda Total
= 408 £15,394.21 Grand Total
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Pivot Tables

Pivot tables can be used to summarize the exported data. Data can be sorted and grouped and the count of

items or a sum can be shown. Before creating a pivot table you need to be clear on what you want to show. In
the example below the total number of pages printed for all account codes is shown. Using the pivot table you
could show just the pages printed for each of the account codes.

9= = B D = TR B SR T LN R

. B
Account Code (AN} h
Product - | Sum of Total Printed Pages
A4 Booklet 128
A4 Plastic Comb Binding 1715
Business Card 15
Printing Double Sided and Stapled 420
Simple Printing 19570
Grand Total 21848

Pivot Table Example showing all the account codes

Depending on the data you export you can use pivot tables to show pricing breakdowns. The example below
shows the price of an order grouped by account code. A total price for each account code is shown. You can
also show the orders against each account code. The example shows the information for a single user called
"admin". Using the filter you could select other users of show details for all users.

A B C

1 Username admin |-T

2

3 Account Code |~ Orderld ~ | Sum of Price
4 =101 871 £ 3.96
5 872 £ 0.72
] 1929 £ 0.11
7 1931 £ 0.11
) 1981 £ 1.21
9 101 Total £ 6.11
10 +121 £ 171.05
11 188 £ (.66
12 269 £ 771.57
13 +312 £ 51291
14 425 £ 412.42
15 +517 £ 726.93
16 Grand Total £ 1,907.6%

Pivot Table example showing orders placed,
grouped by Account Code
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Pivot Table Chart - When you hawe created a pivot table you can easily display the data graphically.

hoaark Code =
Sam of Tokal Prinksd Fager

Total Pages Printed

25000

20000 < FEEEL

15000
10000 +

5000

1715

0 + — N —_— . I

24 Boaklet 4 Plaste Comb Binding B sirsess Card Priniting Doutile Sided snd Sinple Printing
Sapl e

Example of a chart produced from the pivot table.
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Using Reports - Further Information

There are sewveral fields in the reports that contain values. Listed below are some details to help clarify what
the different price fields contain as well as some other notes.

@ Any changes made to pricing after the order has been placed can not be guaranteed to be included in the
reports.

Order Price = Document Price + Delivery Cost + Priority Cost
Calculated by adding the Document price for each job in the order with 1 delivery cost and 1 priority cost
(these costs are per order not per job). If there are several jobs in an order the value of ALL the jobs are
included in the Order Price, including ones that have not been printed yet.

Delivery Cost
The cost of the delivery method selected when the order was placed. This is a one off cost applied to the

order irrespective of the number of documents ordered and cannot be changed after the order has been
received by PrintStation.

Priority Cost
The cost of the priority selected when the order was placed. This is a one off cost applied to the order

irrespective of the number of documents ordered and cannot be changed after the order has been received
by PrintStation.

Additional Cost
Not currently used

Document Price

The price that is showing in the PrintStation. This will show any amendments made in PrintStation that
have been made to the job cost.

Original Price
The price of the order when it was originally placed. Does not include any delivery or priority costs.

Printed Price = Document Price or Price entered in Generic Print
Normally the same as the original price unless the price has been amended in PrintStation. There is a
field on the generic form that a specific price for the printing can be entered. This price is not used in the
Order Price calculation.
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Notes

1. Ifajob is printed twice the order price will NOT include the cost of the second print. The highlighted
values in the example below are included in the Order Price.

Document

Order Number Order Price Delivery Cost Pricrity Cost Additional Cost . Document Price Original Price Printed Price
0000130 157.7500 I3:.:o-:|: I I 100.0000 I PrintStation 16.8200 16.8200 16.8200
0000130 197.7500 20.0000 100.0000 Website 17.0500 17.0500 17.0500
0000130 197.7500 20.0000 100.0000 Website 17.0500 17.0500 2,0000
0000130 197.7500 20.0000 100.0000 Administration 32.8800 30.6200 33.8800

2. If a partial re-print is run and the pricing in the Generic Form is amended the order price will NOT include
the Printed Price.

3. General Observation.
When using Stripe the order number is assigned when you open Stripe to make payment. If you do not
complete the task the order number is not reused. This means that in some circumstances there are
missing order numbers in PrintStation and therefore Management Reports.
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Live Orders

Managers are able to view the Live Orders page where a manager can see a list of all the orders placed.
Orders that have been placed but are awaiting approval or a quotation are not shown. If jobs with a certain
status e.g. completed have been configured not to show on the PrintStation you can still view the jobs using
the Live Orders.

Q Note:

If you think that orders are not being received at the PrintStation, check the Live Orders page to see if
orders are being sent. If there is a problem with your PrintStation receiving job orders, the orders will be
visible here even if they are not showing in the PrintStation. In the unlikely event that this happens, please
contact support helpdesk@eprint.net.

Additional Fields are not currently available to view using Live Orders.

Changes should not be made to live orders if you are using pricing on Additional fields.

Managers can use the Live Orders page to amend an order if the system has been configured to enable them.
Any amendments made will be shown in the PrintStation.

To enable Managers to edit live jobs:
1. Log in with Administrator rights and go to Admin.

2. In the Portals section click Portal Configuration.

, Portal Configuration
\\S_"]

Manage the configuration aptions for thiz portal
3. Find Managers Can Edit Live Job Details in the list.
o If the option is set as True Mangers can edit jobs from the Live Orders web page.

o Managers are unable to edit jobs if the setting is False.
4. To amend this option click e

5. Click Bl to sawe the setting.

To configure Managers Can Edit Live Job Details for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.go
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Viewing Live Orders

To view live orders:

1.  Log in with Manager rights and go to Management.

2. In the Orders section click o Live Orders.

3. You can use the shortcut

printed click the shortcut
printed more than once.

Live Orders

Shortcuts

a8 || 8

£ Status: Order placed

B

w Status: Downloaded

=B
=B
=B
=B
=B
=B
z B
=z B
— B

Change page: | M

Search

all ¥ | Sesrch

User name

Anne Webb

Anne Webb

Anne Wabb

Anne Webb

Anne Webb

Anne Wabb

Anne Webb

Anne Webb

Anne Webb

=

Order Id

0002536

0002522
0002521
0002520
000291%
0002518

0002917
0002517

0o0zese

Change the status of selacted jobs to | Order placed

to load all the orders. If you want to only see orders that have been

. If you click the shortcut

Date Range

Q.| | Show Al

Document
names

Mail Merge
with action

Austria
PrintStation
ProductManager
Website

Mail Merge
with action

Mail Merge
with action

Glasgaow
University
Business Card

Administration

WorldWide

¥ || Change

=

Start Date

|
Product Account Code
Simple 3
Simple T363-C
Comb Bound W587
Custom -
Notes Bottom =i
Simple 852
Simple 2539
Simple 2585
100 Business
Cards 2oES
Portrait Staple 007

End Date

Pages

you will see orders that have been

Status
| ©rder placed v || Load
Conies Date Date
P Submitted required

20/01/2020
05:25:00

13/01/2020
11:00:00

13fo01/2020
10:26:00

13/01/2020
08:37:00

13/01/2020
05:34:00

08/01/2020
16:48:00

07f01/2020
16:37:00

07/01/2020
16:37:00

25/11/201% 26/11/2015

14:20:00 00:00:00

12/11/3019 16/11/2019 v
3

Page 1 of 2, items 1 to 100 of 184,

Example of the Live Orders web page
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Use the fields a the top of the page to select a range of orders to view by specifying a date range and order

status. When the requirements have been entered click

Load

. Dates refer to the date that the order was

submitted. Any potential orders with the status Waiting for quote and Quote sent will not be displayed as the
order is not confirmed until the quotation has been accepted.

Live Orders
Shortcuts Search
= Te all ¥ | Search
User nams
~ Status: Waiting for quote

oz B
Status: Quote Sent
oz B
oz B
Status: Order placed
oz B

Status: Query Outstanding

Brian Dawson

Theresa Green

Anne Webb

Theresa Green

Order 1d

0003271

0003272

0003270

0003274

Date Range Start Date
Q.| |show Al v =
Decument Product Account Code

name

Manual (502) Quotation
Manual Quotation
Cloud Printer Quotation
ProductManager  Collated

End Date

Pages

602

64

Status
= M
Waiting for quote
Copies | Quote Sent

‘Waiting for Paper Originals

Order placed
4 Query Outstanding
Downloaded
Paper Originals Received
In Production
4 Printed
Completed
Hand Finishing Required
43 Show all statuses

Show Deleted Jobs

Load

20

20

You can search for a specific order by selecting a search field and entering a value. If you are searching for an
order number you must enter the whole order number and not just part of it e.g. 0002446 and not 2446. Make

Example of the different statuses available

sure that you select the correct date range remembering that the date refers to the date that the order was

Example of a search result.

: Load : . . .
placed. Click to list all the orders that match your requirements. Search is not case sensitive.
Liwe Orders
P —— &earch Date Roange Start Date Fnd Date Rtates
g g m -\ Lt 3 Monkhs = || OL/07/H18 0.2710,118 Comgleted * Load
all
Usefl Memmama L Produsct Bocount Code  Pages Copies L Duate reguired
riame E : ¥ VAR g bmithed N
Ovdar 10
w  Status: Order placed | o000 3
ZB ™ wodh  Colndsen s o Cuteams
100 30gsm -
e T e TP L '.‘.!!'.ya-mmll;faﬁqﬂ+u._ﬂ*“**‘*---_*umm{wm-
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3
To view the original job ticket click E associated with an order.

If an order has g showing it means that the order has been printed. A B‘ means that the order has been
printed more than one. Hover your mouse over the icon and an indicator will show the number of times that the
order had been printed.

Click @ associated with an order to view further details. Details regarding the order are shown at the bottom
of the page.

Chvenvie Detads Custosner Details Histaoing Prirtireg Meotes Theresa Green  D002244  Order placed
Silre
PrintStation A Plasthc Comb Bownd Laminated .
-
- Dcumsant Ad Wihite BDgsm - Double Saded v Black and White Cancel
=== Frant cower &l Whike Card LE3gsm - Drree Sicled - Colour - o+
I " ! Back cover A4 White Card 160gsm o Mot Printed - - o
Arcoun Code AT Rending Pletic comb T
Aocount Mame Intermational Resoue Fages 102 “oples | 2 Frice 1636
coount Description Help Regquared wemrequiced 150412000 F Caleulate Price

Example of the details of an order

If the portal configuration Managers Can View Live Job PDFs is true the PDF associated with the job can
be viewed.

To enable Managers to view the PDF for a live jobs:
1. Log in with Administrator rights and go to Admin.

2. Inthe Portals section click Portal Configuration.

It Portal Configuration
W

Manage the configuration options for thiz portal

3. Find Managers Can View Live Job PDFs in the list.

. If the option is set as True Mangers can view the PDF associated with the job from the Live
Orders web page.

o Managers are unable to view PDF's if the setting is False.
4. To amend this option click &

5. Click B to save the setting.

To configure Managers Can Edit Live Job Details for all portals associated with Skyline use the default
configuration option. These options are only available when you are logged in with Host privileges. Any
changes to the default configuration will affect ALL portals associated with Skyline.go
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Specific details of the order can be viewed on the Details tab. If any Custom Document Option fields are used

in the product they are shown in the lower half of the table. For more information see the section on creating a
product.

Crverview Detads Custosner Details Histaoiny Prirtireg Meoties Theresa Green  D002244  Order placed
Sire
Prior Mot urgent - Folding -
! § i
Dualivary Mathe Phane whan ready - Heba punching - anse
Sruling - mpbmg .
Cudbar as el -
Fackaging - Dirmcticn -
Form. - e =

Exam ple of the Details tab information.

The customer details are shown on the Customer Details tab. The field names are the default field names

used when creating the Address Form in ProductManager. If fields are not displaying the expected details
please review the Address Form configuration.

e Detals Customer Detaiks Histang Frintireg Meoties Theresa Green 0002248 Order placed
Sirew
Farne prefi Organiation name it
Cancel
Firit name Theresa Street Srest name
Family name freen City City Mams
Erruil sddress arniette webberBeprint et Regian Regiond
Prione nusnkssr 123455 Post Code
Example of the Customer Details tab information.
The history of the order is shown on the History tab.
Crvenview Detals Customer Details Histaony Frintireg Meotes Theresa Green 00022448 Order placed
Sirew
Drate Changed Stabus Hame Prink Station Meme Usemame
Cancel
1008/ 2008 101501 Cirder placed
100 S 008 1020243 Dt ca e I Anii Wikt

100008 10: 3004 Irs Predhuctian et

Example of the History tab information.
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Printing details are shown in the Printing tab.
Chenvies Details Customer Details Histany Printireg Meotes Theresa Green (0002244 Ovder placed
S
DateRequired | Dete Printad Prirter Name Product Mame Printed | rinted rotal Printed | Premed | price
ages Copies ages Sedes Cancel

19,04/ 2008 10V 01 Herow Muvers EA &d Plestic Comb - —
000000 10:31M [PS P5 Bound 1 : . duples | 163600

Dot last prinked 10 Apeil 2018 10431 Dhletn fram reports

Example of the Printing tab information.

The notes tab will contain any user notes that are part of the Product. There is also a section where you can

enter any notes regarding the order. The person who placed the order will not see these notes.

Ohervies Dietails Customer Details Histany PFrintireg Iboites Theresa Green 0002244 Ovrder placed

S
Usar Hotes Your Notes (Mot visible to user)
| harve spoicen to Thenesa and i there are any gqueries pleate contact

Cancel
her on edengion 550, 1040018, Anne '-‘-'zhhl =

Example of the Notes tab information.
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Changing the Status of Live Orders

Managers can use the Live Orders page to change the status of an order. Any amendments made will be
shown in the PrintStation

To change the status of an order:

1. Select the order and click @ to view the order details.

2. View the available statuses. If you change the status of an order to any status marked with an * the order
is marked as printed and the details will appear in reports.

‘ Overview '\ Details  \ Customer Netails Histore\ Printing  \ Motes Theresa Green | 0003272 | Quote Sent
Waiting for quote S
Manual Quotation Laminated e
Quote Sent
b
- = Document  \Waiting for Paper Originals 1 = Double Sided * | | Black and White | @ Cance
= Front cover: | Order placed - - - o

Query Qutstanding

Back cover: - - - D
M Downloaded

Aosount Cade | Paper Originals Received Binding -

Acount Name [N Production ™ Psges 026 Copies |1 Prics 35.35
Printed * pate required | 23/08/5050 0ot | B

Account Desor Date required | 23/00/2020 004 | [E Caleulate Price
Completed = e —

Hand Finishing Required
Delete the selected
ocument?

Changa the status of selected jobs to | Quote Sent T || Change

3. Select the required status then click | =hange

G A change in status will trigger an automatically generate email to be sent if the system statuses
have been configured to send an email when a job status is changed in PrintStation. For more information
see the section Changing the Wording in a Status Email.

The asterisk by the status name means that the order will be recorded as being printed and appear in the
reports. The printer used is recorded as Marked as Printed. You are not able to select a specific printer.

4. The order will be updated to the new status. The change to the order is also shown in the PrintStation
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Removing a Printed job from Reports

Managers can use the Live Orders page to remowe a printed job from reports. Any amendments made will be
shown in the PrintStation.

To remove a printed job from reports:

1.  View the details of the order. A job that has been printed will have B associated with the order. If the

print icon is red then the order has been printed more than once. Hover your mouse over the g and an

indicator will show the number of times that the order had been printed.

a Status: In Prodiactio —
08,08/ 2015

A E‘ E Anne Webb DoomaT PriceManager Comb Bound 12654 10 1 ) He l

2. View the Printing tab. Select the record that you want to delete and then click Delete from reports |to

remove the record of the job from the reports. This will not change the status of the job, just remowe the
printed information from the reports. If a job has not been printed then the button is not available.

Oremnviewe Detads Customer Details Hisbary Printineg Moites Theresa Green  000U244  [n Production
S

Dote Required  Dote Printed Priter Mame Produuct Nsme Printed | Printed TotalPrinted | Preied | e

Pages Copies Pages Sades Cancel
190472008 10047018 Keron Muvers EA &4 Plestic Comb -

o2 60
D0HN00 10:3104 DPSPS Eoursd o : E dusplex 1

Crate last prinked) 10 Apeil 2018 10131 Delete fram reports

3. A confirmation message pops up. Click OK to delete the job from the reports.

Delete fram reports

(0].4 I ’ Cancel

4. 'I_'be_prjnt_ jqon will be removed frpfn th__e order.

e et T ey T e . o e R ..E-'El'g--ﬁl;aa-—‘-ﬂ- o s
- e N . Lastic ‘ IIET)
& L r 7

OB S smewss 00025 SolineMenual | 22T e 538 0w

. o A Plastic WONE 19047008
rd = |:| ThemsaGreen (002 PrintStstion  co@ 007 m 2 o ———

- — T, '

EZBE S swewss  00zm | Mews Bindmg wss7 1 S
__‘h__h__‘_'._ it i, u-*.hwﬂﬂw._ 5
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Deleting an Order

Managers can use the Live Orders page to delete an order. Any amendments made will be shown in the
PrintStation.

To delete an order:

Deleting a job only removes it from the list of current job and If a job is deleted it will no longer show on the
user's Orders web page, or on any PrintStation. However, if a job has been printed it will still show up in
reports.

1. View the details of the order.

2. Use the scroll bar to vit_aw the end of the recorq then clic_:k ﬂ

A A ] Rt~ T B o eameod ™ by —=~"1 R el A T e ]
Cl ':f E Fofiee Wateln e Frindine 1m5 ] 2 a2 Momna Order Placed
: (201 2068012 - g A8 1005850
- .__a.l_{..q!---ﬂ----’ Tl i o) S 100 B 3 s L it . o il '"“:““?“*“”ﬁ"

3. Click OK when you are asked "Are you sure that you want to delete the selected record?"

x

Are you sure that you want to
delete the selected record?

. v

QK Cancel

4. The order will be deleted from both PrintStation and the user's order list.
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Restoring a Deleted Order

Managers can use the Live Orders page to amend an order. Any amendments made will be shown in the
PrintStation.

To restore a deleted order:

1. Find the order to be restored and view the order details.
Select Show Deleted Jobs from the Status drop down menu. Make sure that you select the correct
date range remembering that the date refers to the date that the order was placed and not the date that
the order was printed or deleted. Use the search fields to locate your required order.

2. Change the status of the order to Order Placed.

3. Click |ﬂ to update the status of the order.

Liva Ordars
Fru—— Smarch Date Rangs Start Dats End Baks Statum
®: fu} = Al ¥ | Search Q Custom = || pLora0le |[F 020725 | Show Deleted bobs *  Load
Liser nmme OrderId S Product Account Code Pa Copies = Date wed  Prig
namie e P Sulmatted regs
w  Status: Deleted
Bluyescope ; ;
— erls ery
.j E Anne Webb 0E35L B{.llﬁnqs Card - Collsted Sets 583 F ] ?E:_"J,:ijm {'.:]Z;il,:ﬁ:llﬁ Ll
.
o . - [l el ] 120772008
Anne Webb DO0FISL eurcpe-2018-19  Collsted St 14200 DOHI000
— Fusdrha- 0200772018 12007/ 2018
,_3' E Anne Weblb [ ik iii:uﬂ" Coliasted Sets 2589 i & 144300 000400 Mo
S IZETAE 120772018
=B AnneWebh 0002351 :::zr-:u:f-u- Collated Sets 2589 168 ] Fro 0000400 e
u
[ . VirginHokdays- 02077208 124772008
rd - AnneWebh 0002351 USA Canadarpys COletedSets 2589 183 8 L4200 D040 Mo
. ) 020772018 120772018
4 E Anne Webb 0002351 eurcpe-2018-19  Collated Sets 2589 180 l L Eansn Mo
sustralis- - -
— erls erly
= B hnneWebb 000351 s 19- Colletesd Sebs 2589 m s wao® e M
u
@ m | *
Changzpage M (4 & W Pagel cf 1, items 1to 7 of 7.
Changs the stetua of sslectsd jch o - Changi
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Changing Order Details

o

To change the product options on an order:

=)
1. Click to view the details of the order.

Note: Changes should not be made to live orders if you are using pricing on Additional fields.

2. The selected product options are shown on the ovenview tab. You can amend any of the options by
making a different selection from the drop down menu. If lamination is an option it can be selected or

deselected using the associated tick box.

Orsriess Dot il Custoerner Details Histary Printirsg Motes Theresa Green 0002244 In Production
PrintStation A4 Plastic Comb Bownd Laminated
-
= = Cecurmant A4 ‘White Bigsm Doubde Ssded o2 Black and White -
e Frant cover A Whike Cand 160g5m Drve Sislesd = Colow - o
!! |" ' Back & A4 ‘White Card 160gsm Mot Prrted - - o
- Acenunl Code a7 nding flatic com -
Accour Mame Intarnetional Rescue Frage = e b 1634
nt Descriphion Halp Required Ontw requined  1M/AI1E 000 (B9 Caloulite
: Calculate Price .
3. Click to update the price of the order to reflect any changes made.

Save

4.  When finished click

. Any changes made will be shown in the PrintStation.

Canced
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To change the order information:

Information provided when the order was placed can be updated as required. This includes account details,
date required and number of copies which are on the Ovenview tab. Information on the details tab for both the
customer and order can also be amended as required.

=)
1. Click to view the details of the order.

2. Make the amendments as required. You can add notes which are not visible to the end user are shown in
the PrintStation in the Pricing Tab.

Choesnviess Dietails: Custorner Details Histary Printirg Motes Theresa Green 0002044 In Production

Canced

3. Ifa change to the order will affect the price click | “2/<U1%€ Price 14 hdate the price of the order to
reflect any changes made.

4. When finished click | € | Any changes made will be shown in the PrintStation.
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Reviewing Unprinted Completed Jobs

Live Orders has a new filter E called Show Missing Jobs. This filter will enable you to find jobs that were
not included in the reports when they were marked as In Production, Printed or Complete, as shown in the

image below. Completed jobs without a printer symbol will not appear in the reports. If any of the jobs should
have been included in the reports they can be reassigned to the PrintStation.

Live Orders

Shortcuts

Ch

Change the status of selected jobs to

F=IRE=RE"!

Status: Completad
o= B
o« E
o= B
oz B
0B
o« E

ange page: | M 4

Search

Al ¥ | Search

User nama Ordar Id
Anne Webb 0000107
Skylinehost 0000076
Skylinehost 0000075
Skylinehost 0000074
Jane Potts 0000017
Theresa Green 0000005
> L]
Missing Jobs

Date Range

Q.| | ShowA

Document
name

& page
document

Lorem [psum
Answering 2

Helpdesk call
-

Loram Ipsum

Nerth America

SouthPacific

¥ || Change

To re-assign orders to the PrintStation:

Start Date

Product

Testing for
Spaces

Collated Sets

HPIF Testing

Collated Sats

Simple

Printing 0123
Simple
Drinting e

1. Create a new custom status e.g. “Missing Jobs”.

Account Code

End Date

Pages

o

@

Status
Missing Jobs

Date

Copias - .
Submitted

|| Load

Date

required

3

Page 1 of 1, items 1 to 6 of 6.

2. Change the status0™ of these jobs to the new custom status. The missing jobs can now be viewed on

the PrintStation.

3. Open PrintStation and change the status of the "Missing Jobs" to Completed. When prompted to include

the job in the reports select the required printer.

4. The jobs will be marked as Printed and now appear in the reports
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Index
Index -F -
Forgotten Password 10
- A - - L -
Amend Orders 108 Libraries
Approval Add Catalogues...... 68
Allocated Users...... 82 Personal...... 47, 63
Order Details...... 79 Rename Documents...... 68
Reject or Approwe...... 79 Search...... 50
Status Report......85 Shared......65, 66, 71
Warning Thresholds...... 85 Shared to a Group......47
Approver 74 Shared to a User......47
Azure Login 6 Transfer Ownership......71
Library
- C - Views......48
Live Orders
Catalogue Additional Fields...... 98
Add Documents...... 68 Change...... 108
Rename Documents...... 68 Delete...... 106
Change Edit Jobs......98
Email Address......13 PDF......99
Order......108 Remove from Reports...... 105
Password......15 Search......99
Colour Analysis 43 Show Deleted Jobs......107
Copy Status...... 104
Documents......53 View......99
D Login 6
- - . M .
Delete
Documents...... 54 Managers Can Edit Live Job Details 104
Delete Orders 106 Merge Documents 55
Delivery Address Microsoft
Change...... 14 Azure Login...... 6
Documents Sign Out...... 6
Copy......53 Move
Delete...... 54 Documents...... 54
Merge...... 55
Move......54 - O -
Preview...... 51
Order
- E - Documents...... 25
Multiple Documents...... 25
Edit Paper Originals...... 29
Delivery Address......14 Re-Order......27
Email Zip Files...... 30
Change Address......13 Orders 41
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Orders 41
Account Codes...... 19
Amend...... 108
Delete...... 106
Delivery Address...... 19
Delivery Instructions...... 19
Edit...... 104
Email...... 19
Libraries...... 19
Order Number...... 19
Placing...... 19

-P -

Password

PDF

Personal Library 63
Portal Configuration
Managers Can Edit Live Job Details...... 104
Managers Can View Live Job PDFs...... 99
Preferences
Delivery Address...... 12

Print Job Ticket 41
Printed

Remove from Reports...... 105
Product

Options...... 19

-Q-

Quotations
Requesting...... 32

-R -

Register

New User...... 8

Self Registration......8
Reports 87

Remove Printed Job...... 105
Restore Deleted Orders 107
Role

Approver...... 74

-S .

Shared Library 66
Sign Out of Microsoft 6
Skyline

Skyline Publisher

Ordering...... 38
Status 41

Live Orders...... 104
Stripe

Usage...... 34
Supported

File Formats...... 17

-T-

Table Reports

Create...... 90
Excel...... 92
New...... 88

Pivot Tables...... 92
Sub-Totals...... 92

-U-

Upload
Documents...... 17
Supported File Formats...... 17

-V -
View

View Order Status 41
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