REVIEW YOUR PROOF

Please review your proof, keeping in mind that:

° Your proof may contain more than one tab. Each tab
shows a different artwork needing to be reviewed.

9 To access previously rejected versions, if applicable, use
the Versions menu. (Previous versions cannot be approved
or rejected)

9 If we provided you with a PDF proof, please download
the file by clicking on the PDF’s thumbnail.

Chient Job Name

Rowling Incorporated Business Cards

Versions

( Access previously rejected versions
Version 1 A (if applicable)

Business Card Front Business Card Back

Your proof may contain more
than one tab. Please review
each tab.

A COMPANY NAME

JOHN SMITH
OREEIR

APPROVING THE PROOF

Congrats! You are just one click away from clearing your job
for production.

o From the Approve tab, mark all Proof Files as checked,
confirming that you've reviewed them all.

9 Enter your name on the Approved by text box.

e Click on the Approve button.

Note: Partial approvals are not allowed. You are required to approve all files
at once. If one or more proof files require revisions, please Reject the entire proof.

APPROVE REJECT DELAY DECISION

You are responsible for final proof and layout approval prior to the printing
process. We work hard to avoid mistakes, but we are not liable for errors in a final
approved product caused by any of the following reasons: Omitted, Mistyped or
Misspelled Words, Grammar, Punctuation, Missing Information, Wrong Contact
Information, er any other mishaps that from time to time be caused due to
human error. You understand that any inaccuracy existing on the approved proof
will be printed and any additional costs incurred to fix these errors will not be
eligible to be re-run free of charge.

Proof Files

v Business Card Front
Mark all proof fil hecked.
7| P e lark all proof files as checked.

Approved by

[ Richard Smith| A &

S Enter your full name

REJECTING THE PROOF

Need changes? No problem!

o Access the Reject tab.

9 Describe the changes needed by using the provided text box.

If you wish to share files with our team, select them by
using the Upload Files option, and then clicking Upload.

e Enter your name on the Rejected by text box.

o Click on the Reject button.

APPROVE  REJECT  DELAY DECISION

Write your change requests below. If you need to send us a file, use the Upload
button,

Please change the grey color o a light tone of blue instead.

Describe changes needed here.

Attachment

Upload Files To upload files, first select them click here,

& Upload Files  Or drop files

Then click on upload. )
Rejected by

Robert Smith K REJECT

Enter your full name

DELAY YOUR DECISION

Need more time to make a decision? No rush!

o From the Delay Decision tab, select a future date.
We will remind you again on this date.

9 Enter your name on the Delayed by text box.

e Click on the Delay button.

APPROVE ~ REJECT  DELAY DECISION

Tam not ready to make a decision at this time, please remind

me again on:
Select a future date
Mar 11, 2021 K =
Delayed by
Richard Smith DELAY

Enter your full name



