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Client Guide For WebCenter
QUICK START GUIDE

(For more detailed information, please refer to the main document from page 4 onwards)

© Vview PrROOF:
Click on "View Document’ to open the main proof page in WebCenter

Mmcc

Premium Label Solutions

Trouble Shooting: If a warning pops up that disables you from opening proofs, log off or close all browser windows

not in use and retry.

Please approve following document(s):

proof_424693.pdf

e S
View Document ’ o to Project

t Name:  proof 474693 pdf

Version: 1
Description: 424693 WebCentre Test File

Approval Cycle Started by User:  MCCADMIN (MCCADMIN)

Due Date:  May 3, 2024 17:00
Approval Stage Name:  Customer Approval
Project

Project Name: 4

Description: 424693 WebCentre Test File
Project Manag meestudio (MCCSTUDIO)
Customer:  MCC Albany
Status:  Walting Approval

lti-Color Corperation
um Label Solu

* Annotation List
All Users.
All Raview 5

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700

Tools to
review proof

Tools to add notes
for updates
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Due Date



Client Guide For WebCenter e MCC
QUICK START GUIDE Premium Label Solutions

(For more detailed information, please refer to the main document from page 4 onwards)

o DOWNLOAD PROOF/JPG: Navigate to “Project View" for Downloading
Note: jog download is an option added by request & is available after product approval only.

Either 1) Click on ‘Go to Project’ from your email to go straight to project view

Please approve following document(s):

proof_424693.pdf [

e —
View Document Go to Project ’

=

Or 2) navigate directly from Web centre to the Product Library page, and click the MCC Project number.

- mCC' MNM]'WMM\- WebCanter User Guide B~ | Searchi a A & =
MCC Customer Product Library Clearthis Form  SaveSearchAs..  Save Results to Excel
MCC Product No. 424693 Description
Customer Product Code Label Size Across Label Size Around

- = A

Document Name &5 | Description Customer Product Code Label Size Across Label Size Around MCC Project No. Approval Status

8 proof_424693.pdl 424693 WebCenter Test File 56 mm 107 mm L

In Project View - Either 1) Tick box and select download button or 2) hover over panel and select download icon

‘ m:c- Active Work  Product Library My WebCenter v WebCenter User Guide D~ | Search Documents Q A& = O~

Project: 424693

Manager: Mccstudio (MCCSTUDIO)
customer: MCC ALBANY

Due On:
Modified: May 3, 2024
Description: 424693 WebCenter Test File

Documents @  Discussions {

Folders €@ & + & Q View and Annotate & Compare in Viewer

> I Project Documents ¥ Documents &) Approval Stage Uploaded
B JPEG (1)
= 3 o ClistomerAnpioval May 3, 2024 at 11:28 AM
Il Previvus Vintage | Approve/Reject PP mccstudio (MCCSTUDIO)
jpg download
(option added by request &
after product approval only)
Tick box and Or hover over panel
Proof download select download button and icons will appear

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



Client Guide For WebCenter
QUICK START GUIDE

(For more detailed information, please refer to the main document from page 4 onwards)

& MCcCc

Premium Label Solutions

o SELECT SPECIFIC PRODUCTS FOR REVIEW: The product Library contans all past/present jobs

Click on the Product Library tab to go to the ‘"MCC Customer Product Library’

To find the proof you require search in the Description box or if you know the Product Number, enter that number

in the MCC Product No. box.

In the Descripton box start with asterix (*) and end with an asterix (*) as shown below.

The order of wording does not have to match exactly to find the correct file.

GO TO PROOF: Select thumbnail image
GO TO PROJECT: Select proof name.pdf
DOWNLOAD PROOF/IPG PAGE: Click on the MCC Project No.

¢ MCC  Activework My WebCenter v~  WebCenter User Guide

MCC Customer Product Library
MCC Product No. | 424693 Description  *Test file WebCenter*
Customer Product Code Label Size Across

Y

Document Name Description Customer Product Code Label Size Across

424693 WebCenter Test File 56 mm

P 444833 CELEBRATION PINOT e
PrOGIE R NOIR 2019 6L SETS Front !

v . 464700 KIKUYU HONEY
L & proof_464700.pdf &m
proof_464700.pd LABEL Front 68,6 mm

Thumbnail image Proof name.pdf
GO TO PROOF GO TO PROJECT

(a4

Clear this Form

Documents a A ® = ."\.:,

Save Search As... Save Results to Excel

Label Size Around

= = 0O A
Label Size Around MCC Project No. Approval Status
107 mm v
176 mm 444833 L
150 mm 454700 C

Select oldest or newest on the arrow up or down to help you find your latest artwork

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700

Approve/Reject

MCC Project No.
DOWNLOAD PROOF PAGE



Client Guide For WebCenter

Proofing / Alterations / Approvals

Mmcc

Premium Label Solutions

o Login to WebCenter

https://webcenter.rapidlabels.co.nz/webcenter/login.jsp

Username: Your email address

Password: MCC CSR / Rep to advise

This will open to the home screen, select "WebCenter User Guide’ to open and view information

WebCenter User Guide @~  Search Projects Q

& MNECEC  Activework  ProductLibrary My WebCenter v

val Pendi
. proval Pending

Document Name

Approval Started  this month -

No items were found matching the current search criteria.

v Awaiting Amendments

Document Name

Approval Rejected  this month -

Mo items were found matching the current search criteria.

Document Name

Approval Completed  this month -

O Searching for Products

Clients will receive an email every time a new or amended proof is created
At any time you can go to the Product Library to search for Product Numbers, Descriptions etc
Or type into search field at top right

« MCC mmmrv WebCenter User Guide o~ XXXXX . A & ®m -
MCC Customer Product Library ClearthisForm  SaveSearchAs..  Save Results to Excel
MCC Product No. = xxXxxX Description ~ XxXXX
Customer Product Code | XXXXX Label Size Across ~ XXXXX Label Size Around ~ XXXXX
u I = R 1 |
Document Name &5 | Description Customer Product Code Label Size Across Label Size Around MCC Project No. Approval Status
- proof_424693 pdf 424693 WebCenter Test File 56 mm 107 mm 424693 L4
¥ 444833 CELEBRATION PINOT
4 f 4
! proct_444833.pd OO E 8, ST it 148 mm 176 mm 444833 v
b 464700 KIKUYU HONEY [ )
L] i 464 f
: proof_464700.pd LABEL Front 68,6 mm 150 mm 464700 Approve/Reject

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



Client Guide For WebCenter e MCC

Proofing / Alterations / Approvals

Premium Label Solutions

o Clients receive email with first Proof
Click on View Document’ to open link in WebCenter .
Trouble Shooting: If a warning pops up when you select “view document” that disables you from opening further proofs
simply log off or close all browser windows that arent currently in use.
(Webcentre only has 8 licences for use. Selecting “view document” opens each proof in a new window, and each window =
1 licence. Therefore opening more than 8 proofs separately exceeds MCCs number of licences and will trigger the warning)

Please approve following document(s):

proof_424693.pdf

$0 to Project

D it Name: roof 424693 pdf
Version: 1
Description: 424693 WebCentre Test File

Approval Cycle Started by User:

MCCADMIN (MCCADMIN

Due Date:  May 3, 2024 17:00
Approval Stage Name:  Customer Approval
Project
Project Name: 472384
Description: 474693 WebCentre Test File
Project mccstudio (MCCSTUDIO)
Customer:  MCC Albany
Status:  Waiting Approval

Multi-Color Corporation

o Proof opens in WebCenter
Client can view, print, view colour channels, add annotations, approve, reject etc

ument: proof_424693 pdf - ) mccstudio(MCCSTUDIO) T3] (& e IR Print

- v Decument Select * Navigator

Structure Document:

a Structure

* Annotation List
Al Users
All Review States

Fiole Assignee(s) or Gre

CUSTOMER

Due Date

v Info

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



Client Guide For WebCenter e MCC

Proofing / Alterations / Approvals

Premium Label Solutions

o Making Alterations

Select Red Annotation tool to draw around objects to be amended. Use default shape or click on tool to choose
options eg arrows, highlighter. Type notes into text box and ‘Save’ (multiple notes can be added).

Saved notes will appear on the left hand side under ‘Annotation List’

Hover over the lower right corner of the saved note for ‘More actions’ to appear, notes can be edited or deleted
MCC Prepress or CSR’s may also write notes for clients on the proofs, you will see these when the file opens

Document: proof_424693.pdf @ Jeremy Stubbs (JEREMY.STUBBS@MCCLABEL.COM) 3] 1 & &

Navigation
Qe aaa
8 Document Select

Current:

1 a Document

+ T

1 Jeremy Stubbs
(JEREMY.STUBBS@MCCLABEL.COM)

1 Jeremy Stubbs (JEREMY.STUBBS@RAPID... # X

Customer Approval
Update Foil colour to blue

Approver Role Assignes(s) or Grd
B customer

Due Date May 3, 2024 17:00

¥ Info

o Client must select ‘Reject’ if Alterations made
This ensures a ‘Rejected’ email triggering MCC to action the alterations is sent.
Warning: do not select green ‘Approve’ tick if you want MCC to make further changes, the green "Approve’ tick triggers
an email to MCC showing ONLY that the proof is approved, any changes will not be picked up.

Trouble shooting: Approved proofs do not allow for further annotations to be added. Contact MCC Prepress or CSR's if
changes are required AFTER approval.

Reject

Role: CUSTOMER

Comment

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



Client Guide For WebCenter MCC

Proofing / Alterations / Approvals Premium Label Solutions

0 Viewing Previous Versions of Proof

Go to Document Select, click on arrow, and select Show all versions
Open and view previous versions

Project: 424693 Document: proof_424693.pdf Version; 3 ~ @ sShow Annotations

Navigation Orientation Measure

SUESUISHIS IS O NIy ¢

4

* Document Select

proof_424693.pdf MM

Project: 424693
Version: 3

proof_424693.pdf
Pluject: 424695

Version: 2

! Version: 1 e mcc

..... [ —

Find More Documents... -

0 Approval

If no more alterations are required select green ‘Approve’ then ‘Commit Approval’
The email will return to Rapid showing proof is Approved and we will proceed

Approve

Rol OMER

Piease confirm Approval. No conditions are allowed.
Please note that comments and annotations in the Viewer might be disregarded|

Cance' | Commit Approval

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



Client Guide For WebCenter e MCC

Proofing / Alterations / Approvals

Premium Label Solutions

©  Exiting Proof View

Exit Viewer
To go back to the main screen select “Exit Viewer

proof_424693, M) mccstudio(MCCSTUDIO)

MNavigator

All Review Stotes

* Approval Details

1  Customer Approval

Dus Date M

= Info

@ Product Library

This takes you to ‘MCC Customer Product Library’
Select thumbnail image to go to directly to Proof, or select proof name.pdf to go to project

- mcc' ActiveWork ProductLibrary My WebCenter v  WebCenter User Guide

b~ a A& = O~
MCC Customer Product Library Clear this Form Save Search As... Save Results to Excel
MCC Product No. Description
Customer Product Code Label Size Across Label Size Around
- = 0O A
Document Name &5 | Deseription Customer Product Code  Label Size Across  Label Size Around

MCEC Project No. Approval Status
@ 424693 WebCenter Test File 56 mm 107 mm 424593 v

444833 CELEBRATION PINOT
1 444833
NOIR 2019 6L SETS Front 48mm 176 mm 444833

proof_444833. pdf

g i 464700 KIKUYU HONEY GEi
s proof_464700.pdf LABEL Front 68.6 mm 150 mm 464700 Approve/Reject
Thumbnail image Proof name.pdf
(Proof) (Project)

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



Client Guide For WebCenter

Proofing / Alterations / Approvals

0 Project View - Approval

Project opens in new window
Approval tab shows that the Project is ‘Pending’

Document: proof_424693.pdf

" ActiveWork ProductLibrary My WebCenter~  More... v O~ | Search Documents Q

Document: proof_424693.pdf(464.4KB)
Verslon: 3
Description: 424693 WebCenter Test File
Project: 424693
B Approval: Stage Customer Approval - Cycle Started - Pending (*, Approval Info

Graphics Information Document Information Action History  Annotations Attributes Discussions @3

Document Approval Setup
" Approve | X Reject l®X0 0TI
n Customer Approval

Approver Role Assignee(s) or Group Members Type

[ ] cusTomErR

Q View and Annotate

Status (Version) Approval Date Last Submitted by Comment/Condition
One of Role i

ot

Due Date May 3, 2024 17:.00

@ Project View - Annotations

Annotations tab shows alterations requested

Premium Label Solutions

A S = -

Document 1 of 1

¢ MNECC ActveWork  Product Library My WebCenter v More... v D- Seachbocumens Q  fy & T (-
Document: proof_424693.pdf
Q View and Annotate - Document: proof 424693 pdf(464.4KB)
Description: 424693 WebCenter Test File
Project: 424693
S Approval: Stage Customer Approval - Cycle Started - Pending (%, Approval Info
Graphics Information Document Information Approval Action History Attributes Discussions {}
Annotations &» =
Report style  Annctation and Navigation thumbnails - User  Show All - Review  Show All -
Colors  User Thumbnail size 200 =
# View Comment
1 Poox #mas D Jeremy Stubbs (JEREMY.STUBBS@MCCLABEL.COM) Createc: May 3, 2024 at 12:30 PM
Modified: May 3, 2024 at 1230 PM

update to blue foil

ww 00'99

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700

™
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Proofing / Alterations / Approvals

Mmcc

Premium Label Solutions

@ Project View - Action History

Action History tab shows history of Project

¢ INCC Activework  ProductLibrary My WebCenterv  More... v D~ hoocuments @ fy @ =
Document: proof_424693.pdf

Q View and Annotate B Document: proof_424693 pdf(464.4KB)

Description: 424693 WebCenter Test File
Project: 424693
——— Approval: Stage Customer Approval - Cycle Started - Pending (7, Approval Info

Graphics Information Document Information Approval nnmauons Attributes Discussions
Selected Document Version 3

Version Event Status (Version) Date (GMT+12:00) User Role / Group Comment

May 3, 2024 at 11:28 AM  MCCADMIN (MCCADMIN)

w3 Upload New Version

Stage Customer Approval Overview - Pending

Approval Stage

May 3, 2024 at 11:28 AM  MCCADMIN (MCCADMIN)
started

Project View

To download pdfs click on the project number.

Click on ‘Project documents’ to download proofs, or “jpg’ for a clean 1up jpg - Note; ‘jpg” is an option added by request &
is available after product approval only.

fln the next screen tick products box and select download button (or hover over panel and select download icon)

- m:c' Active Work  Product Library My WebCenter~  WebCenter User Guide D~ | Search Documents a A &8 =2 (-
Project: 424693
Manager: Mccstudio (MCCSTUDIO)
customer: MCC ALBANY
Due On:
Modified: May 3, 2024
Description: 424693 WebCenter Test File
Documents @  Discussions @)
Folders €@ & + & Q View and Annotate & Compare in Viewer
> I Project Documents ¥ Documents Approval Stage Uploaded

B JPEG (1)

Il Previous Vintage €

jpg download
(option added by request &
after product approval only)

Proof download

G

Cust A |
Approve/Heject LECTICLORINCES

Or hover over panel
and icons will appear

Tick box and
select download button

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700

May 3, 2024 at 11:28 AM
mccstudio (MCCSTUDIO)
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Proofing / Alterations / Approvals

Premium Label Solutions

@ viewing Active Work

Go to Active Work to see the combined status of all products:

. mc Product Library My WebCenter v  More... v D~  Search Documents Q A - = °v

Dashboard Save Search As... Save Results to Excel

2 0 1

Waiting Approval Proof Rejected Proof Approved

@ My WebCenter (Settings)
Select ‘My WebCenter’ tab to see Profile etc

.mcc Active Work Pfoduﬂuhmum‘..v D~ | Search Documents Q ﬁ # h ? av

My Password My Profile
My Password
® Basic password authen! My pelegates
0Old Password *
New Password *

Confirm New Password *

MCC Albany Limited 3 Armstrong Rd, Albany 0632, PO Box 100-455 NSMC 0745, Auckland, NZ = TEL +64-9-414 1700



