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Approval
Guide

A step by step guide
to viewing and reviewing
your signage proofs.




1. Email link

—Once we have sent your proofs from our database you will receive an
email containing a link. This link will take you to review your proofs.

?(ou can also view the job number in which the proofs relate to.

Dear Sales,

Your proofs for Job Number: ‘:1005328-01, Job Title: TEST 01, are now ready for approval.
Please click on the link below to view and approve your proofs so that we can get your job
moving into production.

o

View my proofs

2. Proof Overview
The proof link will bring you to the page below.
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You will be able to see all proofs uploaded for review on this page.
TEach item will show a small thumbnail image of the proof.

+You will be able to view the sign code allocated to your proof.
-You can see any notes left for you from our design team.




3. Download your proof

To view each proof individually you will need to download them.
To do this simply click the ‘Review Proof’ button to the right hand side
and your proof should automatically download for you to view.
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4. Review your proof

Review Job Proof
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If the download does not start
automatically after clicking the
‘Review Proof’ button you can
download the proof by clicking
'Download’ under ‘Other Actions’

—

Now you have downloaded your proof and checked it over you can let us

know if its approved or rejected.

If your proof is appproved click the green ‘Approved’ button and confirm.
If your proof requires an amendment, click the red ‘Rejected’ button and
let us know what needs to be changed in the box before confirming.

Review Job Proof Review Job Proof

Please review your downloaded proof file before
approving or rejecting it.

Proof

Proof
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Please review your downloaded proof file before
approving or rejecting it.

You can also upload
attachments if required.
Either drag your
attachment in or use the
‘Choose File' button.

Make sure to click ‘Upload’
or it will not attach.

Once confirmed, please contact your Account Manager Leroy Fox on
sales@contractsigns.co.uk for any changes.

Close C




Please note...

If you are happy and the job is approved you need to review ALL PROOFS
via the link. We will not put your job into production until all proofs have
been approved.

If you have rejected a proof we will get an email notification to say it has
been rejected. That item will be put back onto our design board to review.

You can revisit your proof link to check if all proofs have been reviewed.
You can also re-download your proof if required.
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If at any point you need to ask us a question regarding your proofs you
can do so by using the ‘Contact Account Manager’ button.

Account Manager Notification

Please add a detailed message for your Account Manager Leroy Fox sales@contractsigns.co.uk

Instructions

| Review Proof ]
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By using the ‘Contact Account Manager’ button we can easily identify
which order you are enquiring about.



Thank you
for reading our
Proof Approval Guide.

We hope this guide helped show
you how to review your
proofs using our database.

If you have any further questions
regarding this guide or reviewing
proofs please contact us.

T: 01209 313449
E: sales@contractsigns.co.uk



