Leanin’ Tree Virtual Proofing System
User Manual

Welcome to the Leanin’ Tree Virtual Proofing System. This User Manual will assist you when accessing our
Virtual Proofing System for the first time or for quick reference. Should you have any technical problems with
the system while using it please contact customer support at vpssupport@leanintree.com or click the help link.

Start by typing http://vps.leanintree.com in your browser. When the site appears, we suggest bookmarking this
page for future use. Your view should look like Example 1 below.
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Step 1. LEANIN & TREE.
Artist/Agent Login

Username: marcus_perkins@me.cc
Your Username is your email address.

. . . . Password:  seesssssees
example: mindy.eisenring @leanintree.com
Legin Now

. Remember my username.
Your password has been assigned to you.
If you have forgotten your password click on the
Forgot your password? link. You will be prompted Forgol your assword?
to enter your email address. Technical support will e e o A el IR e

or contast our VPS Support Team

email you your password immediately.

Step 2. LEANIN  TREE

Review VPS Artwork

Welcome Marcus Perkins with Cool Art!

CHOOSE AN OPTION BELOW

My Proofs

Choose the My Proofs link to enter the Review

Proofs area. Log Out

Having trouble? Download cur Virtual Proofing System Help Guide
or contact our VPS Support Team

Step 3. 3 LeANIN & TREE

Welcome Marcus Perkins with Cool Art!
MY PROOFS

My Proofs Area

| Test1234-12345()
Last modified on Fri Sep 11, 2015 - 10:44 am
Date Due: Wed Sep 23, 2015

Here you will see a Thumbnails of all the
products that are waiting for your
approval.

Click on the Link or Thumbnail to select a product
to proof.

Test 4567 - 321654 ()
Last modified on Fri Sep 11, 2015 - 10:67 am
Date Due: Wed Dec 31, 1969

Having troubia? Download our Vinual Proofing System Help Guide
or contact our VPS Suppod Team




Step 4.
Viewing Product Proof.

Once a product is selected you will see
a window such as the one shown in Example 4.
Click the Thumbnail to open up the file.

The file will open in a viewer where you can
toggle back and forth from page one (front)

to page 2 (inside). Note: Some products are blank
and will not have a page 2.

When done viewing, close the file and click back
on the VPS browser window.

Step 5.
Three Choices...
Click on the button to choose your response.

1) Approve the product “as is” No comments necessary
the proof is immediately approved.

2) Approve the product with changes. A comment
window will open and you will need to fill out the
changes required, but you do not need another Virtual
proof.

3) Rejected. A comment window will open and you will
need to fill out the changes required, and are requesting
another Virtual proof.

4 LEANIN  TREE

Welcome Marcus Perkins with Cool Artl

MY PROOFS: Test 1234 - 12345

Please provide a response for this proof by no later than Wed Sep 23, 2015.
Choose from one of the three options below.

tion PDF (4.2 MB)

fes. Reload page (o re-fssue te Ik as needed.

This is ready

"7| | | Marcus Perkins, approve this virtual proof as is and authorize Leanin'
B Tree to continue production of product represented in the PDF above.

P . Marcus Perkins, approve this irtual proof, with the changes specified.
Sl Leanin' Tree can continue production once these changes are made
Sl without ssuing a new proof. (We'll record your comments next)
1, Marcus Perkins, reject this virual proof. | request the changes specified
erein to be made and a new virtual proof be made available for my review.
(We'll record your comments next)

LEANIN £ TREE

Welcome Marcus Perkins with Cool Art!

MY PROOFS: Test 1234 - 12345

Please provide a response for this proof by no later than Wed Sep 23, 2015.
Choose from one of the three options below.

Click the image above to open a high resolution PDF (4.22 MB)
Prolecting acoess to your artwork is important. This link will expire in tan minutes. Reload page to re-issue the link ss needed.

This is ready

ved I, Marcus Perkins, approve this virtual proof as is and authorize Leanin’
Appro! Tree to continue production of product represented in the PDF above.

d I, Marcus Perkins, approve this virtual proof, with the changes specified.
A“gprow Leanin' Tree can continue production once these changes are made
g without issuing a new proof. (We'll record your comments next)

1, Marcus Perkins, reject this virtual proof. | request the changes specified
Rejected herein to be made and a new virtual proof be made available for my review.
(We'll record your comments next)

Thank you for using Leanin’ Tree’s Virtual Proofing System. Should you have any problems
or questions at any time please contact one of the following:

Problems with proofing system: vpssupport@leanintree.com

Credit or Contract concerns: susan.january @leanintree.com

Designer: To contact a designer directly refer to your e-mail notification. This should tell you

which designer is working on your product.






