
Layout sheet/
Artwork 

submitted to 
Production!

New ad cycle 
starts when a  
CSR or Sales 
rep forwards 

layout sheet to 
Production 
Department!

PRODUCTION 
MANAGER or 

ART 
COORDINATOR 

will review 
layout for clear 

instructions 

PM or AC will log 
the ad into the 
system (Pats 

Apps) An AD I.D. 
# is assigned!

PM or AC forwards 
the layout sheet and 
paper envelope (Job 

Folder) to 
PRODUCTION 

ASSISTANT 

paper envelope (Job 

PRODUCTION 
ASST. sets up the 

paper envelope (Job 
Folder) and prints 

label with ad # from 
system!

paper envelope (Job 
Folder) and prints 

PRODUCTION ASST. 
sets up Electronic Job 

Folder on the MAC 
servers, Copies over 

or restores from back-
up any assets to 

current job folder on 
the server!

system

PRODUCTION ASSTPRODUCTION ASST. 
sorts paper envelopes 

(Job Folders) by Market 
and or product. Places 
into "TO BE WORKED" 

baskets!

PRODUCTION 
MANAGER 

prioritizes ads based on 
shipping schedule and 
48 hour ad turn around 

time!

PRODUCTION 
MANAGER 

distributes paper 
envelopes (job folder) to 
DESIGNER's "in" basket !
(ads start being worked 

on from here) 

DESIGNER creates 
ad from layout sheet 

and reference material 
sent from Sales Rep!

DESIGNER runs the 
completed ad thru the 
TWIST PDF workflow 

system.!

F-Keys!

TWIST PDF 
Workflow 

Server creates!
PRESS PDF, WEB 

PDF and Web JPG. !

Press PDF sent to 
Dialgue ES 

DESIGNER places 
paper envelope (job 
folder)  into "to be 

proofed" basket based 
on Market/Product !

PROOF READER 
retrieves paper 

envelope (job folder)  "to 
be proofed" basket. 
Based on Market/

Product!

PROOF READER will 
compare layout sheet 
and original assets to 

digital proof in ES 
System checking for 

accuracy!

Are there 
corrections to 

the ad? 

PROOF READER 
emails the RSS Link 
to ad to SALES REP 

and/or CSR 

What is the ad 
type? 

PROOF READER will 
enter ad date in to 
system (Pats Apps) !
aka Logging ad out!

PROOF READER will 
enter ad  date in system 

(Pats Apps)!
aka Logging ad  

"ALL THE WAY OUT" 

or restores from back-

(Job Folders) by Market prioritizes ads based on 
shipping schedule and 
48 hour ad turn around 

envelopes (job folder) to 
DESIGNER's "in" basket 

F-Keys

envelope (job folder)  "to 
be proofed" basket. 
Based on Market/

No 

Envelope is sent back 
to the DESIGNER 

who did the original 
layout!

DESIGNER will 
Access ES System to 
look up and makes 
PROOF READER 

corrections!

DESIGNER runs the 

PROOF READER

PROOF READER 
forwards the paper 

envelope (Job Folder) 
to PRODUCTION 

ASST. 

enter ad  date in system 

What is the 
ad type? 

PRODUCTION ASST. 
files the paper envelope 

(Job Folder) 
APHABETICALLY into 
"WAITING" based on 
market and/or product!

PRODUCTION ASST. 
files the paper envelope 
(Job Folder) by AD LOG 

# into 'APPROVED" 
based on market and/or 

product!

envelope (Job Folder) 

market and/or product

PRODUCTION ASST

NEW 
Re-Do 

PC+/PC 

Pick 
Exp 
ECR 

Pick 
Exp 
ECR 

NEW 
Re-Do 

PC+/PC 

Yes 

Sales Rep/CSR 
recieves RSS 
link via email 

Sales Rep/CSR  
will review ad in 
the ES System. 

Forwards RSS link 
to CLIENT. !

Are there!
any changes or 
corrections to!

the ad from the 
client?!

Ad is 
complete. 

 Ad is APPROVED and 
no further action is 

needed 
END 

CYCLE 

NO 

CLIENT works 
with SALES REP 

or CSR and makes 
any necessary 

changes in the ES 
System!

or CSR
any necessary 

Yes PRODUCTION ASST. 
will log the ad back 
"in" to the system 

(Pats Apps)!

Ad is sent back to the 
ES System. Email is 

sent out to 
PRODUCTION 

MANAGER/ART 
COORDINATOR 

alerting them that there 
are changes to the ad**!

will log the ad back 
"in" to the system 

A 

A 

PRODUCTION ASST.

A

Artwork 
submitted to 
Production

COORDINATOR 
will review 

the ad into the 
system (Pats 

Apps) An AD I.D. 

REPEAT 
CYCLE UNTIL 

AD IS 
APPROAVED!

A

CSR/Sales rep!

Production Ad Workflow 
(Digital Soft Proofing backbone) 

Dialogue ES Soft 
Proofing Workflow 

Note: Everyone will 
access ES System at 

di!erent points to 
Proof, Track and 
Approve all ADS 

Access indicated by 

Note: Everyone will 
access ES System at 

di
paper envelope (job 
folder)  into "to be 

PROOF READER will 
access ES system 

and look up ad by ad 
number, month and 

market!

envelope (job folder)  "to access ES system 
and look up ad by ad 
number, month and 

and original assets to 

PROOF READER will 
mark up changes/
corrections to ad 

using Dialogue ES 
proof reader mark up 

tools!

Sales Rep/CSR 
Clicks on RSS 
link to access/
review clients 

ad*!

Sales Rep/CSR 

Sales Rep/
CSR Clicks 
"Approved" 

button 

NO

no further action is 

* This is where 
Sales Rep/CSR will 

access the ES 
System  

Sales Rep/CSR 
clicks the 

REJECT  button 
after marking up 
ad to send back 

to PRODUCTION 

 and makes REJECT  
after marking up 

NOTES: Once Proof Reader sends out email with RSS link to ad that needs to be reviewed to Sales Rep/CSR the Sales Rep/CSR 
will have 48 hours to review the ad. If the ad has not been reviewed with in 48 hours the ES System will send out a second 

notification to the Sales Rep/CSR notifing them that the ad has not been reviewed and will extend deadline 24 hours. If the ad has 
not been reviewed after the second notice has been sent out (24 hours) the ES system will send out a third email notification to 

the Sales Rep/CSR Plus CC: Sales manager alerting all parties that the ad has not been reviewed. 

Misc Notes:  
- Meta Data: What Meta Data will show up in ES? Will we be able to see meta Data- Zone Codes. 

- How are emails generated with in ES. Do we have an option to create more than one email notification message? (First Proof/Final Proofs) 
- Can ES projects be set up as ISSUES with individual ads that need to be approved? 

ES 

ES ES 

ES 

ES ES ES 

ES ES

Ad will 
automatically 

move it's self to 
the the approved 

folder on the 
server. ( A.K.A. 
Batched folder) 

Note: ads that are PICK, 
EXP, ECR, are read only in 
ES system but still need 
to be approved by CSR/

Sale Rep!

Note: ads that are 
NEW, RE-DO, PC/PC+, 

are read and write in 
ES System and  will be 

able to mark up 
changes to ad by CSR/

Sales Rep!

ES 

ES 
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