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Welcome to InSite!
The Kodak InSite™ Prepress Portal  system is a Web portal to the prepress environment that allows 
printers and publishers to work with print jobs over the Internet. The Prepress Portal helps manage the 
proofing process, corrections, and has an approval process that is much more efficient than other soft 
proofing or hard proofing methods.

While there are many benefits to using InSite, it is important to understand that the user (publisher) 
must accept some responsibilities and commit to a degree of involvement in order to make the process 
go smoothly. Once you have reviewed the information below, if you are interested in learning more, 
please contact your Account Manager.

Benefits
Convenience: InSite allows users to upload PDF 
files, receive pre-flight information and view high 
resolution files (once job has processed) at any time, 
day or night. The portal also allows for multiple users 
in various locations to collaborate and work together 
in reviewing files/proofs via “Chat” or “Annotations.” 

Time Savings: InSite allows us to provide  
customers with a shorter turn-around time on  
their projects. **

Cost Savings: InSite allows users to upload  
changes and corrections as many times as  
necessary before either giving Final Approval 
or moving forward to proof without incurring 
additional charges. ***

User Responsibility
File Submission: PDF files submitted via InSite 
must be set up to the correct specifications and  
created using our specific PDF instructions. Any  
concerns must be addressed prior to uploading files.

Review & Approval: Qualified users must be 
willing to review and approve their project after 
reviewing the pre-flight information and pages to 
ensure content and positioning are correct. Our 
prepress operators will only preflight files from a
visual standpoint and not for items flagged in the 
pre-flight report.

Color Accuracy: Users must understand that 
Publication Printers calibrates our monitors for color 
accuracy. We cannot guarantee color viewed on your 
monitor when using InSite due to varying monitors 
and individual settings.
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Because our front-end workflow is PDF based, it will be necessary to generate PDF files. We provide software-specific detailed instructions for a 
wide range of applications to help you create PDF files to InSite specifications. All of our current PDF Instructions and InSite documents can be 
found on our home page under “Downloads.”
To use InSite, a high-speed internet connection & current browser with Java installed is required.

** Please note that even when you give “Final Approval,” this does not guarantee your job is correct. There is still a possibility that production
    issues may be present. If our prepress department finds problems that will prevent your job from moving forward, you will be contacted and it    
    may delay your job.
*** Corrections are billable if submitted AFTER a hard proof has been generated or after Final Approval has been given to go to press.
To help with this transition, Publication Printers offer FREE training to all of our customers. Please contact your Account Manager for more information.
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InSite may not be a good choice for everyone. If you are unsure but 
still interested in using InSite, please contact your Account Manager.

Step 1: prior to Upload  
•	 Be sure you have reviewed and confirmed the specifications of your job with your Account Manager before    

you log on to InSite.  

•	 You must be sure that your files are built correctly and PDF files are made ACCORDING TO PUBLICATION 
PRINTERS’ PDF instructions.

•	 Your files must be named according to the naming convention outlined in Publication Printers’ Customer 
      InSite Instructions.

STEP 2: Log in to InSite 
•	 Upload your files and review the automatically generated pre-flight information thoroughly.

•	 You must carefully review each page using “Smart Review” to ensure:
•	 Content is correct
•	 Bleeds are present
•	 Nothing is close to trim

•	 Upload correction pages if necessary – review carefully by following all of the above steps

   Approval Option #1:
•	 If you are proofing solely online with InSite (no hard proof required), then YOU must give Final Approval 

when your job is complete and ready to go to press.  
     (A message will be sent to your Account Manager and they will proceed with the job.)

   Approval Option #2: 
•	 If you want to use InSite but you still wish to see a hard proof, please contact your Account Manager when 

all files for your job have been uploaded and tell them you are ready to have your hard proof produced.  
      DO NOT give Final Approval via InSite yet, or you will not be able to upload replacement pages if 
      necessary. Final Approval should only be given when you are ready to go to press.
	     (If a hard proof is requested, this will require additional production time and possibly cost.)    
•    Once you receive your hard proof, you may log back in to InSite and give Final Approval.  
     (If you have changes, please notify your Account Manager of correction pages uploaded.) ***

*** Corrections are billable if submitted AFTER a hard proof has been generated or after Final Approval has been given to go to press.


