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Uploading Project Files

Published on 08/19/2016

If you don't have a Digital Asset Management system integrated with your
inMotion account, you can upload shared working project files through
inMotion Storage. To upload a file, go to the Project Dashboard and click
'Files' near the top of the page.
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LiveWell - Half Page Ad | Overview  Schedule Files (1) PROOFS [§ EMAIL TEAM
Priority  High - Status  In Progress - + SAVE ARCHIVE & DUPLICATE &
Overview EDIT Schedule VIEW DETAILS Team Members EDIT
Project Name: [ Create M and post for review oy
) Grace Dan W Owner:
LiveWell - Half Page Ad 9
Start: Mon OW16/17 9:00 AM Paul Morad
Started: Due: 0116/17 5:00 PM
Mon OVI6A7 9:00 AM Level of Eft: 3 s Other Team Members:
Time Spent: 0 Hours Megan Diaz, Grace Deng, Christy Drucker, Paul Morad
Due: . P ~
y £ Provide feedback on V1 (
Wed O1725/17 5:00 PM Christy Drucker, Megan Diaz, Paul Morad -
Created: Start: Tue DVI7/17 9:00 AM Comments
) Due: Thu 0119/17 5:00 PM
Fri 04/0717 11:54 AM Level of Effort: 30 mins
. Time Spent: 30 Minutes
Project Group:
Print I  Create V2 and post for review o
Grace Den g -
Requester Insights: -
) Start: Fri D1/20/17 9:00 AM P
Disabled Dues Fri 01/20/17 5:00 PM
Level of Effort: 30 mins .
Budget: Time Spent: 0 Hours Email comment to team
$12,000
Approve V2 Py Team, please complete V2's review!
Christy Drucker, Megan Diaz, Paul Morad Paul Morad, Tue 05/09/17 10:01 AM Edit Comment
Requests Details Start: Fri D1/20/17 9:00 AM
q EpIT Due: Fri 01/20117 5:00 PM Paul, do you have that tagline copy?
Level of Effart: 30 mins Grace Deng, Fri 04/07/7 12:22 PM
» Time Spent: O Hours
Initiated PY' Grace, you've been assigned to this project. Please note the
Megan Diaz Finalize print file to Marketing C\ desired stock photography is saved to the Project.
Fri 04/07/7 11:52 AM Unassigned Paul Morad, Fri 04/07/1712:07 PM Edit Comment
Start: Mon 01/23/17 9:00 AM
Request: Due: Mon 012317 12:00 PM
View | Send Leval of Effort: 1 hr
Time Spent: 0 Hours
Files:
— P " Proofs
1. LiveWell - Half Page Ad.pdf Finalize print file to Marketing :‘/\
Paul Morad
Start: Mon 01/23/17 12:00 PM . -
e Man oy o 1. Print Ad - Full Page: Version #1

Once in the inMotion storage page, click the green'Upload' button. Choose
the file(s) you'd like to upload and click 'Open.’ Once the files are uploaded,
you can click the 'Project Dashboard' button to go back. Now, all team
members can access the project files in one centralized location.
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LiveWell - Half Page Ad ~ Overview

File Activity

Uploaded flle: "truesoap-logo-01png’
Paul Morad, Thu 05/11/17 9:04 AM

Schedule

“

Edit Comment

Files (1)

EMAIL TEAM

Download / Upload Project Files motion
@
Title File Name Date Uploaded  Uploaded By Size
truesoap-logo- 5/11/2017 9:04
o1.png 8] truesoap-logo-01.png v Paul Morad 22 KB

These project files are also available on the Proof Upload screen when you

select the inMotion logo in Step 1.
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% fgPrag st | T File Name Date Uploaded Uploaded By Size
1 s p-og0-01.png n p-10go-01.png 51172017 904 AM  Paul Morad 22KB
view§
Capture
FROMURL  FROM EMAIL
Name Your Proof
y
Copy project name to proof
2 Assign o a Project
Cance! Upload
LiveWell - Half Page Ad
Place Proof on Hold
Attach Reference Files
Drag files to upload, or browse
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