3—Creating a Job Ticket

Edit Job Ticket

The Job Ticket is the place, inside the Job Jacket, where all the
information about a job that is not associated with problem condi -
tionsis kept. Job Ticket information is not required, but when
used, it is usualy hand-entered by a human being.

The electronically generated Job Ticket in Extensis Preflight Pro,
just as with the job ticket for a print job handled the mechanical
way, includes such important information as: who to contact with
questions; due dates; pickup and delivery instructions; how the
files were received; additional items sent with the job, such as art-
boards; what media the job will be output to prior to printing, etc.

Thisinformation can be entered by the author prior to sending the
job to the service bureau, by the service bureau staff prior to sending
the job to the production facility, or by a combination of sources.

The job ticket window consists of the following tabs:

» Contact—includes particulars about the client, including com-
pany name, primary contact, creator/author, and billing address.

* Order Info—includes job name and number, dates received
and due, information about the job, and billing information.

» Deliver y—includes shipping address for completed job, along
with information on carrier type, ship method, and account
number if applicable.

* Media—includes information about the media on which the job
is supplied, such as the type of disk, and any additional materials
supplied, such as artboards, color proofs, etc. The output media
section of thistab allows you to indicate whether the job will be
output to film or RC paper, as a laser proof, as separations, etc.

* Instructions—allows you to enter text-based information perti-
nent to the job.

To create, edit, or view a Job Ticket:
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Job

Add Documents...

Remove Documents...

Inspect Selected...
Job Ticket...
Open Document

1. Click the“ Edit Job Ticket” button on the Files tab window
button bar, or select “Job Ticket” from the Job menu, or
press #T.

2. Click the Job Ticket tab of your choice, then enter or
examinethe desired information.
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Entering information in the Job Ticket window and Contact tab

The Job Ticket and Contact tab

The Job Ticket window displays tabs for all
the information that can be entered in the
Job Ticket.

A Job Ticket window title bar
Contact information tab
Order Info tab

Delivery information tab
Input and output Media tab
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Instructions tab

The Contact tab contains information about
who is responsible for the job and how to
reach them.

G Enter Company Name

H Enter Primary Contact information

| Enter Creator/Author information

J Enter Billing Address information
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J Contact

©77 Comnpany Mame :

Marne :

Fax

[ray Phone :

wii Evening Phone :

Fax:
Mobile # Pager:

Ernail:

Marne :

077 [ray Phone :

. [s0z-z74-0520

Ernail:

t
[ Order Info [

t t
Delivery [ Media [ Instructions

I

|E><tensis Corporation

Primary Contact

|Marg Sornmerset

[s0z-274-2020

[s0z-274-2020

|info@e><tensis.com

Creator ¢ Author

|E><tensis

[s0z-274-7020

|support@extensis.com

Billing Addreszs

Address 1: |1800 SW First

iddress 2: [Suite SO0

City: [Portland

State: [OR

zip: [a7zm

Telephone : |503—2?4—2020

Entering information in the Order Info tab

The Order Info tab

The Order Info tab contains information
about the job order.

A The Order Info tab inside the Job
Ticket window

B Enter job numbers associated with
this job

C Enter job description information

D Enter billing information associated
with this job

Enter order input contact information
Indicate Rush or Call When Ready

Enter job date and time information
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Contact I

T
Order Info [ Delivery [ Media [ Instructions

EiI=——————— JobTicket—r~————————
|

P40 or Job Mumber: [o0s70s15

| Date Recefved: [g/15/97

Customer Job Number : [ECO0087

| Date Due: [10/15/97

Custarner Job Marne : |Manua1 Job

| Tirne Due : |

D Rush Call when Ready

@77 Job Dezcription
Sample job ﬁ
I
&l E

Order Input By : |jcs

Direct Phone : |

Billing Information :

() Cash

@ #ccount 123-456-783-00
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Entering information in the Delivery tab

The Delivery tab

The Delivery tab contains information about
how the completed job will be delivered
back to the client.

A The Delivery tab inside the Job Ticket
window

B Enter Delivery information including:

» Customer Pickup

« Courier or Private Carrier pickup,
type of carrier, contact information,
type of delivery, and Account number

C Enter the address where the job is to
be delivered

®

SEN=—————————————  Jobfltket =—————————— |
[ Contact [ Order Info [ Delivery [ Media [ Instructions
() Customner Pickup Shipping Address
@) Delivery Address 1: [1800 S First |
O Local Courier Address 2: |Suite 500 |
Name: | ] City : [Portland |
Telephone : | | State: |DR |
Account Murnber : | | Zip: |97201 |
. . Telephone : [S05-274-2020 |
@) Private Carrier
@) FedEx () Emery () Dther
Swe  @omone I
() Dvernight - Morning () 2nd Day
(0 Overnight - Afternoon @ Standard
Account Murmber @ |012-3456-780

Entering information in the Media tab

The Media tab

The Media tab contains information about
both the input media and output media.

A The Media tab inside the Job Ticket
window

Input Media:

B Enter type of electronic media the job
was delivered to the shop on, such as
SyQuest, Zip, Jaz, Optical, Internet

C Enter information about other media
delivered with the job, such as proofs or
artboards, and indicate whether sup-
plied images are For Placement Only, to
be replaced with high-resolution images

Output Media:

D Indicate whether cropping and registra-
tion marks are required, and whether to
output job in spreads

E Enter information about proofs, if proofs
are required for this job

F Enter information about the media to be
output for this job, such as Film or RC
paper, and film specifics
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[ Contact [ Order Info [ Delivery [ M;dia I Instructions |
— Input Media — Output Media
D Floppy D Eip D Filrn RC Paper
O eernoumi [ Jaz @) Fositive (D Megative
[ sytuest [0 internet @ Emulsion Up () Emulsion Down
[ optical Oother: [ | Output Resolution: dpi

D Color proofs subritted with job.

D Lager proofs submitted with job.

D Supplied images are FPOz, replace with
hi-resolution images.

D #rthoards subrnitted :
D Color breaks indicated

D Pre-zeparated

Proof
Laser (black and white]

@ Separations () Composite
[ oye-sub [ Ink-Jet

[ From Film: | MatchPrint |+ |

| D Output as Spreads
D Crop and Registration Marks
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Entering information in the Instructions tab

The Instructions tab

The Instructions tab provides a place to
enter any special instructions for the job.

A The Instructions tab inside the Job
Ticket window

B Enter any special instructions that
apply to this job

A

!
Ei——————— JobTickete——=”™o——————
:
[ Contact [ Order Info [ Delivery [ Media [ Instructions I_
Special Instructions
Cover to be added later ﬁ
i

it I

Undo ®e
Cut HH
Copy AN
Paste AL
Clear

Select All %A

IEIEICHIE Y General...
Default Ticket...
Default Output Instructions...
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Default Job Ticket

You can specify a Default Job Ticket by selecting “ Default
Ticket” from the Edit: Preferences menu. The information you
specify will become the Job Ticket for all new jobs created. You
can then edit the Job Ticket and make changes as appropriate.

Default Job Ticket

Cancel I 0K I
J Contact [ Order Info [ Delivery [ Media [ Instructions I
Cornpany Mare : |E><tensis Corporation |
Primary Contact Billing Addreszs
Marne : Address 1: |1800 SW First
Day Phone : Address 2: |Suite 500

Evening Phone : City : |Port1and

Fas: State: [OR

Mobile / Pager: zip: [a7zm

Ernail: Telephone : |503—2?4—2020

Creator / Author

Marne :

[ray Phone :

Fax:

Ernail:
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