—

Co.

—

PUBLISHING

Advertising Ad Proofing Portal

User Name:

Password:

Log In |

Forgot password?

© 2011, The Day Publishing Company

Customer Ad Proofing Portal

User Guide




The Day Publishing Company - Customer Ad Proofing Portal

Introduction

The customer ad proofing portal allows advertising customers to view electronic proofs
and approve or reject them interactively via a proofing website that is hosted by The Day
Publishing Company. The customer will have an opportunity to comment on advertising
proofs and leave specific notes to meet their expectations.

Accessing the Proof Reader Page

When a proof is created, an email will be sent to the proof recipient. This email will
contain a link to the proofing website. Upon visiting the ad proofing website for the first
time, the customer will be taken to an account creation screen.

Advertising Ad Proofing Portal

You have been sent a notification e-mail to inform you that vour
advert is ready to be proofed to ensure that it meets your
reguirements prior to publication.

In order to proceed further and review your advert you must
create an account by providing details as indicated below:

Required fields *

Login Name: .

Password: .

Confirm Password: &

I e ———
d der Email: |mhabif es33.com

The password must contain at [east seven characters including

at least one number and at least one symbol character.
Create Account

Users are required to pick a unique name as well as a password that must contain at least
seven characters including at least one number and at least one symbol. Once the
required fields have been populated, press the “‘Create Account’ button.
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PUBLISHING Co.

Advertising Ad Proofing Portal

You have been sent a notification e-mail to inform you that your
advert is ready to be proofed to ensure that it meets your
requirements prior to publication.

In order to proceed further and review your advert you must
create an account by providing details as indicated below:

Required fields *

Login Name: MCG_user *
Password: ssssssne *
Confirm Password: resenene *

Password Reminder Email: |mhabif@miles33.com

The password must cantain at least seven characters including
at least one number and at least one symbol character.

Create Account

VERIFIED & SECURED
~ i

At this point, the user is brought to the proofs page, where they are presented with a
message that their account has been successfully created.

Amend User Account | Logout MCG_user
Your Details a2l

Login Name MCG_user T —% 1€‘S 88 —

Awaiting Proof | i”llrecently R ded | R Deadli Expired |
=
The followmg advert requires your attention:
Order URN Text Deadli

s
|pene [ W Trasted sites Yar | ®mie 4
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An email will be sent to the customer confirming that their proofing account has been
created. This email will contain their user name as well as their password. This email
should be retained for future reference.

Main Screen
Within the main screen, the customer will be able to view their user details. By default
this is collapsed in the upper left hand portion of the screen.

- B s s e s | s em s e m g s e o - R — -

Adverts Currently Awaiting Proof Amend User Account | Logout MCG_user

Your Details 3, o ] ; 88
Login Name MCG_user T —% eS
o accept the terms and conditions
J Awaiting Proof | | Recently ponded | | p Deadline Expired |
The following adverts require your attention:

Order URN Text Version Response Deadline

00117 i L 6/20/2010 12:03 PM Proof This Advert

ooiis 1 6/20/2010 12:21 PM Proof This Advert

® Miles 33 Ltd. 2010

i|DDne [T T 7 vrstedskes ey

Using the arrow control within the “Your Details’ area, this data can be expanded to show
the customer details, as provided to the advertising seller.
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Amend User Account | Logout MCG_user

Your Details = Wk o 1 ) 3
ot WOeo = Miles 3
Address 993 Jerome St -
Town Baldwin
County NY
PostCode 11510
Country Usa
B accept the terms and conditions
J Awaiting Proof | | Recently ded | ‘ Deadline Expired |

-

The following adverts require your attention:
00117 1 6/20/2010 12:03 FM
00118 1 6/20/2010 12:21 PM

s
|pene [ W Trasted sites ar|®min 4

Along the top bar, there is an “Amend User Account’ area.

Adverts Currently Awaiting Proof Amend User Account | Lt gout MCG_user

Login Name MCG_user _\—% eS
M1 accept the terms and conditions

J Awaiting Proof | | Recently ded | | Deadline Expired |
~ The following adverts require your attention:
‘Order URN Text Version ‘Response Deadline
00117 1 6/20/2010 12:03 PM Proof This Advert
00118 1 6/20/2010 12:21 PM Proof This Advert

® Miles 33 Ltd. 2010

i|DDne T [ mrusted skes - [men - 4

Accessing this area will allow a user to modify their login name, change their password,
or set a new email address for reminder emails to be issued to.
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Amend User Account Logout MCG_user

| @@ Return to Proofs List

Bk 1 4 Amend User Account
“iles 33
- Required fields * ™ Amend Login Name
Current Password: l— =
New Password: I— *
Confirm Password: I— *
Password Reminder Email: |mhabif@miles33.com =

The password must contain at least seven characters including
at least one number and at least one symbol character.

Update

© Miles 33 Ltd. 2010

[ Bane [ W Trasted sites ar|®mie g

Emails are sent at the time of account creation, when maintenance is done via the amend
user account screen, or from the splash screen if you the customer remembers their
username, but not their password. If neither the username or password can be
remembered, contact the system administrator to have your information provided.
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Awaiting Proofs:
Upon logging into the Customer Ad Proofing Portal, the customer will be taken to the

Awaiting Proofs tab. On this page the customer will see a list of all available proofs that
have not yet been responded to.

i Adverts Currently Awaiting Proof Amend User Account | Logout MCG_user

= Your Details &= ot 2 7 9,8 -—
Login Name MCG_user "_\\ —% les Q)
M1 accept the terms and conditions
| Awaiting Proof | | Recently R ded | | Deadline Expired |
The following adverts require your attention:
Order URN Text i Deadli
00117 1 6/20/2010 12:03 PM Proof This Advert
00118 1 6/20/2010 12:21 PM Proof This Advert

® Miles 33 Ltd. 2010

i|DDne I T R Trusted sees R

In order to view any of the ‘awaiting proofs,” the user must first read and accept the terms
and conditions. A failure to do so will prevent the user from viewing the ad. It will also
present a message in red, as seen below:

| accept the terms and conditions
Fleaze accept the terms and conditions

Once the check box for the terms and conditions has been selected, the user can then
press the ‘Proof This Advert’ button on the proof row that they wish to view.

The ad will then be retrieved for viewing. During the time it takes to retrieve the ad, the
user will be presented with the ‘retrieving advert” screen.
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Retrieving advert...

[Bane [] [0 [@ W Trosted sites Yar | ®mie g

When the ad has been retrieved, the customer will be presented with the following screen,
allowing them to approve the ad as is, or reject it with notes and specific corrections:

Advert Proof Reader Logout MCG_user

7_. Return to Proofs List

Customer Name: Mike's Custom Guitars

Overall Corrections Needed

s =
@ "’g Corrections
Approved As Is N Required
[~/

Display Adverts

- 8 Zoom: 50% |
Add Specific Correction | Wiew All Inserts |

Order URN: 00117 | Text Version: 1 Size: OQCH | First Insert: 9/1/2010 (001634 MO0 Leeds, AL)

MIKE 5

CUSTOM GUITARS
(203) 828-2333 -
MIKE@MCG.COM

. =
lpane [ [ Trusted skes RETE
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In the upper right hand corner of the proof screen there is a ‘Guidance on using this page’
link. This is information provided from the ad seller to the customer informing them on
how to use this page.

e

R o g e s e g e e

Advert Proof Reader

Return to Proofs List

Guidance Notes x

Custi N : Mike's Cus
e = Web Proofing Guidance

If you have corrections to make, key them into the Overall Corrections Needed
box. Specific instructions can be added below by pressing the Add Specific ;I

Correction button. From there, you can key in notes that are attached to a specific
| 1
R e N section of the ad. If no changes are necessary, no further action is required.

CIE
Add Specific Correction | View All Inserts |

Order URN: 00117 | Text Ver /2010 (001634 MOD Leeds, AL)

A

5 X
"
-
4] | Ll_l
|

| ’_’_’_’_’_’_‘J Trusted sites "”;'I_'l Hlose - g

Within the ‘Display Advert’ area of the proof window, the user has the capacity to zoom
in on the ad to see it at a large size. By default, the ad will be scaled to fit within the
window. In the example below, the ad is displayed at 50% by default.
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Advert Proof Reader

Logout MCG_user

‘ Return to Proofs List Guidance on using this page ?

Customer Name: Mike's Custom Guitars Customer URN: 1115856525
overall Corrections Needed
(g "', Corrections
Approved As Is b Required
=

Display Adverts
I:‘ I:‘ Zoom: 50%

Add Specific Correction | Wiew All Inserts |

Order URN: 00117 | Text Version: 1 Size: OQCH | First Insert: 9/1/2010 (001634 MO0 Leeds, AL)

MIKE 5

CUSTOM GUITARS
(203) 828-2333 e
MIKC@MCG.COM

=

: E
|pone [T ] [ Trosted stes [%5 - [®iwow -~ 4

Choosing to change the ad zoom will result in the ad display being modified.

4 e e

Advert Proof Reader

“ Return to Proofs List Guidance on using this page ?

Customer Name: Mike's Custom Guitars Customer URN: 1113856525

Overall Corrections Needed

(0 ""' Corrections
Approved As Is Required

Display Adverts

D D Zoom: 100% |
Add Specific Correction I View All Inserts I o

Order URN: 00117 | Text Version: 1 Size: DQCH | First Insert: 9/1/2010 (001634 MO0 Leeds, AL)

CUSTOM GQGUITARS
(203) 828-23323
MIKE@MCG.COM .

-
iiDDne T T [ Teastedskes ‘h v | H00% = g




The Day Publishing Company - Customer Ad Proofing Portal

11

=l
I Display Adverts
l:‘ l:‘ Zoom: 100%
Add Specific Correction | view All Inserts |
Order URN: 00117 | Text Version: 1 Size: DQCH | First Insert: 9/1/2010 (001634 M0O Leeds, AL)
MIKE 5
(203) 828-2223 -
MIKE@MCG.COM
s ‘.4—4 l'i | l:‘ BE }—1_] ===
| : =
|pene [0 T [ [ Trasted sites |75 - [®wows -

Approving the ad

Approving the ad will send a message back to the advertising system, changing the status
of the ad to a configured complete status.

Rejecting the advert
If the customer chooses to reject the ad, they are required to leave general comments, or
specific correction.

General comments may be left in the upper right hand area of the screen.
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Advert Proof Reader Logout MCG_user

‘ Return to Proofs List Guidance on using this page ?

Customer Name: Mike's Custom Guitars Customer URN: 1119856925

Overall Corrections Needed

@ "', Corrections
Approved As Is s Required

Display Adverts

l:‘ l:‘ Zoom: 50%
Add Specific Correction I View All Inserts I

Order URN: 00117 | Text Version: 1 Size: DQCH | First Insert: 9/1/2010 (001634 MOO Leeds, AL)

MIKE 5

CUSTOM GUITARS
(203) 838-2333 .
MIKE@MCG.COM

=

. |
|Bane T W Trosted sites R

Specific comments can be left by pressing the ‘Add Specific Corrections’ button.

i Advert Proof Reader Logout MCG_user
‘ Return to Proofs List Guidance on using this page ?
Customer Name: Mike's Custom Guitars Customer URN: 1119856925
Overall Corrections Needed
=l
@ "';} Corrections
Approved As Is \'-" Required
=
Display Adverts
Zoom: 50%
Add Specific Correction | View All Inserts |
Dmdos LOM: 0015 | Tawt i L Size: DQCH | First Insert: 9/1/2010 (001634 MO0 Leeds, AL)
(202) 838-233>
MIKL@MCG.COM
e 1
/ < |
| pone ’_ ’_ ’_ ’_ ’_ ’_‘ . Trusted sites far | Hi00% »

This will result in the placement of a comment bubble on the ad within the proof
window.
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Hovering over this bubble shows a tool tip alerting the user that they should click to add a
comment. This bubble can be moved to any place within the ad. Multiple bubbles can be
added to allow for multiple comments

[Click, to add comment]

Clicking on the comment bubble will open a window to allow for the addition of specific
correction information.

i Advert Proof Reader Logout MCG_user
i “ Return to Proofs List Guidance on using this page ?
Customer Name: Mike's Custom Guitars Customer URN; 1119856925
Overall Corrections Needed
@ ",, Corrections
Approved As Is Y Required
Specific Correction Needed x®
Display Adverts _
D D add specific comment here| ;l
Add Specific Correction | View All Inserts |
Order URN: 00117 | Text \ 010 (001634 MO0 Leeds, AL)

E

Delete = Cancel | OK —

h... CJ
-
1] |

Daone I R Trusted skes Y |Rors - 4

If no general comments or specific corrections are made, the customer will not be
allowed to reject the ad.
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Advert Proof Reader

Logout MCG_user

'I Return to Proofs List Guidance on using this page ?

Customer Name: Mike's Custom Guitars

Customer URN: 1115856925
Overall Corrections Needed

@ "" Corrections
Approved As Is N Required

Display Adverts
D I:‘ Approve With Corrections X bom:50% |

Add Specific Correction | To approve this advert with corrections at least iy Al lnserts |

one reason or comment must be provided.
Order URN: 00117 | Text Version: 1

First Insert: 9/1/2010 (001634 M0OD Leeds, AL)

MIKE 5 ok

CUSTOM GUITAK =
(203) 838-2333
_ MKE@MCG.CoM

| L
4] |

[Bane [ W Trasted sites v |®mie 4

Upon either acceptance or rejection of the ad, the customer will be shown a screen
indicating that their response is being submitted.

Submitting response...

j|DDne I o T 7 Trusted sites E I T

From this screen, the customer will be returned to the proofing home screen where their
ad will no longer be on the Awaiting Proofs tab.
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Recently Responded
Once an ad has been responded to, it will no longer appear on the ‘Awaiting Proof” tab.
It will now appear on the ‘Recently Responded’ tab.

i R o e e[ s e e g e e - - - - — - P - —

i Adverts Currently Awaiting Proof Amend User Account | Logout MCG_user

::::nn:::l: MCG_user L‘!ﬂ ,-_\\ —% ICS 88

Iv [ accept the terms and conditions

| Awaiting Pr:mf-| | Recently

ded | | p Deadline Expired |

P
Order URN Text i Deadli J

00117 1 6/20/2010 2:55 PM View This Advert

=

il [T T 7 vrstedskes e

Before an ad can be viewed on this tab, it is necessary to ensure that the terms and
conditions check box has been selected.

An approved ad from the ‘Recently Responded’ tab will be displayed with the following
message:

Your approval has been submitted. Please contact your Sales Representative should you have any other questions or comments
regarding this advert.

If the ad that is being viewed had been rejected, the message would appear as follows:

Your recently submitted corrections to your advert are currently being actioned. Please contact your Sales Representative
should you have any other questions or comments regarding this advert.

No additional action can be taken from this page.

Response Deadline Expired



The Day Publishing Company - Customer Ad Proofing Portal

16

Once a customer’s ads have passed the response deadline date, which is displayed with
each ad, the ad will be moved to the ‘Response Deadline Expired’ tab.

i Adverts Currently Awaiting Proof Amend User Account | Logout MCG_user
Your Details T, 4 ] @8
Login Name MCG_user _\ —% es (‘)

i 3 accept the terms and conditions

| Awaiting Proof | =-Re|:ently pond J ‘ p Deadline Expired |
Order URN Text Versit Deadli B
00043 1 5/15/2010 12:00 AM View This Advert
00042 il 5/15/2010 12:00 AM View This Advert
00056 1 4/11/2010 3:20 PM View This Advert
00055 1 4/11/2010 12:57 PM View This Advert
00051 1 4/10/2010 5:16 PM

=

I (L[] b [ (B -

Viewing an advert from the ‘Response Deadline Expired’ tab will display the following
message:

Advert Proof Reader

Logout MCG_user

| @B eeturn to Proofs List Guidance on using this page _?

Customer Name: Mike's Custom Guitars Customer URN: 1119856925

The deadline to submit changes has passed. Please contact your Sales Representative with any questions or comments regarding
this advert.

Display Adverts
] Zoom: s0%
View All Inserts I

Order URN: 00043 | Text Version: 1 Size: DQCH | First Insert: 6/1/2010 (000051 YPOO Island, ME)

-l cusToMm B
- quTARS F

=
Done o Trusted sites Fa v | W100% -
| v a £

Customer Name: Mike' tom Guitars Customer URN: 1119856925

The deadline to submit changes has passed. Please contact your Sales Representative with any questions or comments regarding
this advert.



