Reviewing Proofs in Workfront

Updated December 2022

NOTE: Please respond to design routings within 1 week of receiving the notification.

Notification for Review

1. When a creative asset (cover design, interior design, styleguide, etc) is ready for review,
stakeholders will receive an email from Workfront. Note: For Outlook Mail, there is a
chance the email will go to your “Other” tab and not focused. Click on the “Go to proof”
button to launch Workfront.

You have 1 new proof to review by 20 Sep 2022 15:15.

This is your unique proofing link. Anyone who ¢
Go to proof View details @ proof as you. Please keep this in mind when for
email.

Proof name: 9780357796375_cover_mech.pdf
Version: 1

Share this proof with someone else

Viewing the Design

2. When the proof opens, it will look similar to this.

P721292_interior_SecondP...pdf (v.2v)
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Adding Comments

3. After thoroughly reviewing the design click on the “Add Comment” button from the top
toolbar to add feedback.

(> Add comment (J Make decision

General Comments:

e To make a general/global comment, a comment not about a specific design element or
feature, simply type your comments into the “Add comment box” when it pops open
on the right of the screen.

Design Element/Feature Specific Comments:

e To add a specific comment, click and drag to create a box around the specific area you
want to comment on, and then type your comments into the Add comment box on the
right of the screen.
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Mark-up Tools:
e You can use these additional tools for location specific comments.

(& Proof Decision (JJ Document decision

T s /7 7 2 0O

Direct Messages/View-and-Reply:

e View and reply to other team members comments on the right side of the
screen.

e You can also notify a team member of a comment by using @ and their
name.
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> /3 Oldest v Y Q

Angela Sheehan
Page 1 %

@Sara Greenwood proof looks good, thanks!

b POSt comment (3 <)

Sara Greenwood
a day ago

7 @ Change key term color to orange

Page 15

Attach, Resolve, Flag in Comments

e Attach: Click the paperclip icon to attach files for reference or image files to swap, as
needed.

e Resolve: use the resolve button once a decision to an edit is made or when there is an
update on how to move forward.

e Flag: if you want to mark the comment as required or suggested update you can by
using the Flag icon but this is not needed when adding comments to the proof.

\
Sara Greenwood

2 hours ago

23 Please remove image

Page 12

@ Write a reply...

Final Approval

4. Finally, when you are done with your review, click “Proof Decision”:

(& Proof Decision (J Document decision
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5. Select the preferred action from the pop-up window and then click the “Make Decision”
button.

Proof Decision

'9780357721292_interior_FirstPass.pdf' v.1

Approved with Changes

changes required Not relevant

Approved

Make decision Cancel Send me an email confirmation

- Approved: No further changes are needed

- Approved with changes: The design is approved after the changes noted are made.
This means there will not be another round of review.

- Changes required: The design needs another round of review after changes are made.

- Not relevant: Please do not select this option until you discuss it with your CSD first.

Additional Rounds of Review

e If subsequent routings are needed, proofs will show a new version number to differentiate them.
You can find the version number in the top left.

Creative Studio / Consumer Behavior

9780357721292 _interior_FirstPa...pcf |

[ Versions + New version

Created 6 days ago
va ysag N
@ 9780357721292_interior_FirstPa...pdf .
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Feature: Compare between layout versions
e New for Workfront, you can click the side-by-side icon to compare two versions of the proof.

@ Versions |+ New versionl

Created 6 days ago T
@ 9780357721292_interior_FirstPa...pdf —

v.1

Misc

e Clicking on the proof title will bring you back to the Proof dashboard.

Creative Studio / Consumer Behavior

9780357721292_interior_ThirdPa...pdf

< m o

e You can download the PDF from the left sidebar menu.

Creative Studio / Consumer Behavior
9780357721292_Cover_Secon;
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