


4.  Once you have finished naming your job and click Create Job, your browser will bring you to 
the Job Home page (Figure 4). Once at the home page click on the “Upload Files...” button on 
the upper center of the screen (Figure 5). This will launch another window for selecting the files to 
upload (Figure 6). If you have a pop-up blocker on your browser be sure to turn it off or this window 
may not open.
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5. At this point, you will get a security warning of a Kodak Graphic Communications signed 
Certificate trying to load an application or applet. Make sure you click trust or the applet will be 
blocked from loading and you will not be able to upload files to Insite (Figure 7). NOTE: This security 
warning can take a few moments to load in. Your window may be blank during this time.

6. Once the applet has loaded successfully your Upload Files window will have two sections. The top 
section is for any notes you may wish to add with the upload and the bottom section will have blue 
and white strips running laterally and “Drag Your Files Here” grayed out in the background. This 
indicates the applet loaded correctly. This is where you drag and drop your files. (Figure 8). There is 
also an icon on the right of the lower window that will allow you to navigate your system if you wish to 
not use the Drag and Drop feature. The red “X” will remove any selected files from the list. 

Once you have the files you want to 
upload in the bottom section, please 
select the appropriate processing option. 
CMYK APA would be used for a CMYK 
process job and SPOT APA would be 
used for a spot color job. (This will only 
be necessary if you are using Auto File 
Processing which is covered on the next 
page.)
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Drag your files here



RAPID PRESS AUTO FILE PROCESSING:

7. At this time you have the two options to uploading files:

	 A.	 Native Files - If you choose to upload native files, you will need to compress all the files 	 	
		  into a .ZIP or .SIT folder otherwise Insite will try to process all related files in the upload 	 	
	 	 resulting in a failed upload. This method will also prevent auto processing of your files.

	 B.	 RP PDF - (The parameters for creating this PDF can be emailed to you.) If you choose to 		
	 	 upload a RAPID PRESS (RP) distilled PDF, you can then take advantage of the fully 		 	
	 	 automated processing of our workflow and get an online proof back the instant the upload 	
	 	 processing is complete. The following steps describe the upload of a RP PDF.

8.	 To upload a RP PDF, you will need to remember two naming schemes:

	 A.	 Your initial upload will need to have “_ORIG” added to the end of your PDF file name. 

	 For example: If my PDF file name was Annual Report.pdf I would need to rename the file 
	 Annual Report_ORIG.pdf before uploading to Insite. This will communicate with the workflow soft-	
	 ware that this is the main file to use for processing. When uploading the original file, name this 	
	 upload “Original” in the Upload Name window at the top of the Upload Files window.

	 B.	 Once you have reviewed your proofs online and have a correction request (reviewing online 	
	 proofs are covered in the accompanying PDF), you will need to upload a new PDF for each page 	
	 that is to be replaced and add “CX(pg #)” to the file name for the correctioned  PDF’s. 

	 For example: If my main file I uploaded has 24 pages in it and I need to make a correction to 	 	
	 page 20 and 24 and re-process just those pages, I would have two separate PDF’s named 
	 Annual ReportCX20.pdf and Annual ReportCX24.pdf. This naming scheme tells the workflow 		
	 software that Annual ReportCX20.pdf needs to replace page 20 in the main file originally upload-	
	 ed 	and Annual ReportCX24.pdf needs to replace page 24 in the main file uploaded earlier. When 	
	 uploading correction pages name this upload “Revisions one”. Then if further revisions are need-	
	 ed you can upload a new set of correction files and name it “Revisions two” and so on.

	
9. Once you have your file you want to upload in the upload window you 
will need to select the appropriate processing parameter described in 
step 7 (Figure 9). CMYK APA would be used for a CMYK process job 
and SPOT APA would be used for a spot color job. 
	

This following steps will walk you through how an auto processed file is uploaded.

Figure 9



10. Once you have clicked the Upload button, the Upload window will change to a Processing win-
dow which will show the progress of your file being RIPPED (Figure 10). 

As the file is auto processing you may be given many warnings concerning the condition of the file 
(low resolution graphics, missing fonts, RGB images, etc.) (Figure 11). Some of these warning are 
fixed on the fly, some are just for your information. 

If a warning indicates something you want to fix, you can simply make the corrections and upload 
a new Original File with the proper naming scheme (the “_ORIG” added to the end of the file name) 
and it will replace the first upload completely. Note: If the uploading process is stopped for any 
reason, you can return to the upload and resume uploading where it left off.

A detailed flightcheck report pdf is also available to download in the downloads tab 
section after an upload is complete.

11. At the completion of the upload processing you can close the results window and go straight to 
the pages window to review your RIPPED, TRAPPED file by clicking on the number next to total or 
clicking on the pages tab in the upper right corner (Figure 12a & Figure 12b).
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