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This is the login screen. Enter your Username and Password (If it’s the first login, it will ask you to change your
password to something new).
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This is what you will see when you login. Plan Tree and Production Runs show the same things. It will just be
shown in a different way.
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Job’s will be separated by Publication Date. The Shopper and Advertiser above are set to publish on 1-31-23 in
this example. You will also only see a specified date range before and after the current date. By default it’s

from 2 days before and 8 days after the current date.
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You can upload straight to the FTP which will be another guide. For this one we will go over website upload.

HOW TO UPLOAD:
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1. Make sure the Upload tab is
selected. I . . .
. — If there is a revision!
2. Make sure you have clicked ormes
on the right publication you will & @ If you have to send a revised page. You
be uploading. If you don't, it Ll - can drop the file in with the same name
will throw you an error saying = = — as the current page. The system will
the naming is incorrect. ed 1 _ ond recognize it as a different version and will
Unplanned &1  Overviews = Uploa show where the page numbers are above!
3. Drag the files you want to [ e — BEE + o

Publications
upload into the box. Ifthe = -
naming is correct and the job is
built. 1t will process and drop
them in automatically.

[mll] 32U - Jefferson County Daily Union
[l 1cu - Jefferson County Samgle Ballot
[} 3cu - AR

4, If the naming is incorrect you
may have to click and drag them
up to the appropriate pages.

[ml] 32U - The Union Extra
[} 3vG - Gazette Tabloid
[ 3%G - Janesville Gazette
5. Make sure you preview all [} 3vG - smartshop
pages by double clicking on the

[l 3vG - The Messenger
thumbnail when they come up.

[ wOT - Broadshest

6. Approve all pages. [l DT - Tabloid

T - Timesaver

T - Watertown Daily Times

Drop files here



This is a brief overview. | will have some documentation from NewsWay coming that will go more into detail. | also will do a
separate step by step upload but | wanted to get everyone something so they can see what it looks like. | will strongly advise
you go through the help (?) if you have issues. It covers almost everything.

If you have issues please don’t hesitate to contact me via email: manderson@gazettextra.com



