WORKFRONT
STEP BY STEP GUIDE

Submitting jobs and Proofing process




SUBMITTING A JOB




STEP |: Select Workfront in Portal




STEP 2: Choose Request and Project Type

/ (this is your only option)

>

choose one option — if your project involves both
& You will submit each component separately.

If your job is a form, promotional item, printed
publication, digital ad, large-format poster, or
banner, choose Print.



STEP 3: Complete Request Form

Attach any documents with
specific content or notes.

New written content should
be submitted with a Word
file.

Photos or images should be
submitted with a PDF.

Job description should be
reserved for a concise
description, not for detailed
notes (put those in your
attachment instead).



STEP 3: Complete Request Form (Cont’d)

_

Select department from
drop down list



STEP 3: Complete Request Form (Cont’d)

Select Budget

Input Budget Account
Number T —— / GL Code

(MUST HAVE BEFORE
SUBMITTING JOB)



STEP 3: Complete Request Form (Cont’d)

Choose category of project
request. If unsure, contact

Jim Vosicky at x2715 \



STEP 3: Complete Request Form (Cont’d)

G |f project will be mailed,

you will need to have the
mailing list before
submitting the job.

If project is a reprint, Select your project type.
complete additional = T———)
information Reprints are jobs that

require NO changes.

If you change any text or

want to change a color or
This information can ’C > photo, then select Revision.
be found on previous

print job If the project has not been
done before or involves
major changes, select New.




STEP 4: Submit Request Form

ALL PROJECTS when initially submitted will have a planned

Once you hit “Submit Request,” completion date of 3 weeks after submission.
project will appear under
“Requests I've Submitted.” This will be updated once the project is assigned to someone *and*

all components (i.e.Word file, PDF, budget account number, etc.) have
been received.



STEP 4: Submit Request Form (Cont’d)

Once you Submit your /

project, you will
receive an email
confirmation that you
added a request.




PROOFING PROCESS




STEP 5: Receiving a Proof

~

When a proof is
ready, you will
receive an email.
Click on “Go to
Proof” to begin
proofing process.



STEP 6:View Proof

/'

If proof is more
than one page,
these will show
up on the left
side. Just click on
the page you
want to view.



STEP 7: Add Comments

To edit document and
add comments, select the
“Add Comment” button
at the top of the page.




STEP 7: Add Comments (Cont’d)

EDITING KEY: —t—

T Highlights text

Draw freehand line

Draw a line
Points to a direct spot in text

N

pz4 Highlight area with color

. Selects an area with a box in
the document

Polyline

. Change the color of the
highlight area

/

Highlight area you want
changed.

Add your comment in
the box that appears.
When finished, click Post.

Continue this process
for any additional
changes.



STEP 8: Make Decision

Select one of the following options, then
click “Make Decision.”

Approved: this item is ready to go to print

Approved with changes: you have minor

When finished changes and do NOT need to see the proof

with edits and again.After edits are completed, the job will

comments, x go to print.

click on “Make

Decision.” Changes Required: you have major
changes and would like to see another
proof

Never select “Not Relevant”



STEP 9: Finish Proofing

After clicking “Make Decision,’
ADD one final comment to let the
editor know you have finished
proofing.
Use the following format:

@ (name of editor): Approved

el

@(name of editor): See changes
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