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You will receive a link by email, looking like the example below. If you click on the link, you will be 
directed to the login page on the Prinect Portal.

You can log in to Prinect Portal with your email address and your password. We will send you a 
password the first time you enter the system.

Changing your password
After logging in for the first time, you can change your password  
if wished. To change the password you received into your own, 
personal password, choose ‘Change password’ under the profile 
button.
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Once you are set up and you have a job, you can 
log in and upload your files.

You might have received a direct link via  
email to upload files (see example email shown 
on the right). If this is the case, you do not have 
to log in. 
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When you log in to Prinect Portal, you get this home screen. Here you will find an overview of 
tasks and files.

2 Home screen and jobs overview
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After searching for and finding the right job number, you can upload your files.

IMPORTANT. Try to keep the file name as short and clear as possible. With clear indication of
the country code NL, BE, etc.
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You can choose from a drop down menu wich 
preflight set-up you prefer. The standard 
profile is “A_Qualify_2400_CMYK_RA”. 
This means that all images, including those in 
RGB, will be converted to CMYK, and that any 
Pantone colour will stay the same. 

We can add more preflight profiles if desired. 
For example if you want to convert PMS colors 
to CMYK or if low resolution images are not 
important.
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Once you have uploaded a file, preflighting will start 
immediately. After a short while, you will receive 
a preflight report with the parameters you want 
to check, like image resolution, the occurrence of 
Pantone colors, etc.

If you want to use a die cut or a varnish, be sure to 
use a spot color for this.

After preflighting and receiving en error message, 
you can either upload a brand new file or just 
correct the pages where an error occurs.

You can download a preflight rapport with or without comments.

6

SMART SOLUTIONS 
FOR A GREEN FUTURE.

3 Uploading files to a new job



Prinect Portal User Manual 7

SMART SOLUTIONS 
FOR A GREEN FUTURE.

3 Uploading files to a new job

Or click on the arrow beneath ‘Show’, then you will get folowing screen.
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Once the files have passed the preflight check, 
you can assign them in the page list.  
 
You can assign the files by selecting the amount 
of pages you want in the page list. Just drop
the files on the empty tiles. Be sure to press the 
‘OK’ button at the bottom.

WARNING. The page sequence you select will be the sequence that will be assigned to the pages, 
and thus the page sequence in the printed document. Please check the page number shown in the 
selection.
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Once the pages are assigned, you can open a booklet to be 
approved.

You will be asked to approve the pages and will see the following screen.

9

SMART SOLUTIONS 
FOR A GREEN FUTURE.

5 Booklet proof



Prinect Portal User Manual

You can scroll to the page you want to see with the slider under the document view. You can also 
switch between different page lists, like other languages or different versions, at the bottom of the 
screen. 

You can either approve or reject individual pages or approve or reject all pages at once. You can 
also write comments when you approve or reject something.

WARNING. Once you have approved the booklet proof, changes are no longer possible.
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To view detailed information about a single page, click on the ‘(i)’ button.
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You can switch back to 
booklet mode by clicking on 
‘Show as Book’.
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Once you are logged into the Portal, the system shows you the pages for approval. You can add 
a contributor at the top right of the page. After clicking the ‘+’-button, you can add the desired 
contributors.

You can fill in the contact details of the 
contributor you want to add. Email address and
name are essentials. You can also add a 
contibutor by selecting a person in a list of 
previous invitations.

In the ‘Reply to’ box, you can enter the email 
address of the person who wants to be notified
about the approval.
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The contributor will receive an email invitation looking like this:

The approval page for contributors looks like this:

If the contributor clicks on ‘Approve the job’, he 
will be directed to the approval page on the
portal. A contributor doesn’t need a login to 
access the approval page.
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After approval, you will receive an email message looking like this:
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