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If	you	forgot	your	password,	click	on	Password
forgotten password	located	below	the	Login button in 
order	to	generate	a	new	one	which	will	be	communicated	
to you by email.

Enter your login and click on validate

1.0 - Connection

Enter	your	login	and	below	your	password.

1.1 - Application menu

Depending	on	your	user	rights,	different	menus	and	submenus	are	available.
Users	with	«Administrator»	privileges	have	access	to	all	of	the	functionalities.

Positioned	on	the	left	edge	of	the	application,	the	menu	is	divided	into	6	tabs:

(1) Files
(2) Tools
(3) Marketing
(4)	Configuration
(5) Synchronisation
(6) Research

1

2

3

4

5

6

1 - Général
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1.1.1 - File menu

Outlook : Change the appearance of the interface

The dashboard: Allows	you	to	display
reports,	graphs	or	lists	to	ensure
production	monitoring.	By	default,	reports	from
latest	objects	(products,	articles	..)	and	documents
are available. If custom reports
(see	page)	have	been	created,	they	will	be	accessible
to	users	who	have	the	user	rights.
Click on Add dashboard in order to
define	a	new	one.	Click	on	Add a
dashboard	to	define	a	new	one.

Open a document by ID :	Allows	you	to	open	a	document	(catalog,	chapter,	page)	from
its	identifier	(for	example:	260	for	the	Test	catalog)	or	its	URL	(preceded	by	http:	//).

Open an element by ID: Allows	you	to	open	a	media	by	its	identifier.

Open Data Object : Allows	quick	access	to	a	product	present	in	the	application.

Recently opened documents : Allows	access	to	all	documents,	media	or	objects
recently opened on the app.

Close all tabs : Allows	you	to	close	all	the	tabs	open	in	the	application.

About Pimcore :	Allows	you	to	access	information	about	the	application.
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1.1.2 - Tool menu

Glossary : Used to store explanations of 
abbreviations or acronyms.

Translation : Defines	the	terms	to	translate
in the desired languages.

-	Shared	translation:	Allows	you	to	edit	the	terms	at
translate on the app

-	XLIFF	Import	/	Export:	Translations	can	be
export	to	a	CSV	file	for	later	use.

-	MS	Word	Exporter:	offers	the	possibility	of	exporting	translations	to	a	Word	file.

Trash : Allows	you	to	access	deleted	documents,	objects	or	media,	for	restore	if	necessary.

Extensions :	Allows	the	management	of	plugins	(Activation,	installation,	update)

Notes & Events : Access the notes issued by other users during a
action	performed	on	an	object,	media	or	catalog;

Journaux de l’application : Correspond à l’ensemble des logs.

GDPR Data Extractor:	Allows	you	to	access	data	linked	to	a	user	and	to	store	them
export	to	communicate	with	it	in	accordance	with	GDPR	law.

Maintenance and tools are only accessible to super administrators.
Do not use.

Email: Enables	the	management	of	emails	(sent	emails,	banned	emails,	send	a	test	email)

!
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1.1.3 - Marketing menu

Reports: Provides	an	overview
on roles and users.

Tag & Snippet management : Create and manage
tags	allowing	an	advanced	filter	option
for your objects and media.

QR Codes : Create and manage QR Codes from
of	URL.

Personalization / Target : Web function for
define	mailing-type	documents	with
different	content	depending	on	profiles.

Personalization / Target : Web function for
define	mailing-type	documents	with	different	content	depending	on	profiles

1.1.4 - Menu Configuration

Types of documents : Access the structure of your
catalog	(chapters,	pages)

Predefined properties : Allows	you	to	define	properties
customizable	(overlay,	for	example)	usable
then publications.

Predefined metadata elements : Used	to	define
rights	that	will	be	available	to	associate	them	with
products,	media	or	documents	for	referencing
web,	for	example.

System setting : Application settings

Website : Allows	access	to	the	site	setting	
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Web2Print: Allows	access	to	the	Web	to	Print	parameters

Users / Roles: Allows	access	to	the	roles	and	users	management	interface

Thumbnails: Allows	you	to	define	thumbnails	for	the	images	available	on
the platform.

Data Objects: Structure	of	products,	articles,	etc.

Configuration of tags: Displays all tags.

Workflow: Workflow	configuration

1.1.5 - Search menu

The	Activ	Search	plugin	to	search	documents,	products,	files	by	adding	filters	that
allow	you	to	refine	your	search	results.

Allows	editing,	deletion	(depending	on
rights)	and	display	in	the	tree	structure
from the result page.
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1.1.6 - Profile management menu

Access	your	user	profile	by	clicking	on	the	round	thumbnail.	(1)
At the bottom of the sidebar you can log out by clicking on the icon. (2)

1

2

1.2 - Application tools

Workflow	actions:	Refer	to	chapter	4.13	Workflow

1.2.1 - Save and Publish 
To	be	used	after	each	modification	made	to	a	publication.
You	can	also	use	keyboard	shortcut	CTRL	+	S
Wait	for	the	message	confirming	the	registration	before	closing	the	document.

By	accessing	your	user	profile	(depending	on	your	rights)	(1)	you	can	change	your	options
users	with	notably	the	modification	of	your	password,	the	configuration	of	the	double
authentication,	modification	of	your	keyboard	shortcuts	etc.
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Access other Backup modes by (1) clicking on the icon to the right of the button
Save & Publish

(2) Save,	publish	and	close
(3) Only	save	the	new	version.	Create	a	new	version	of	the	available	document
in	the	«versions»	tab	(Depending	on	rights)

1.2.2 - Unpublish: The	selected	page	will	be	absent	from	the	railway.	However,	it	will	remain	visible	in	
the	structure	of	your	catalog	(the	page	will	be	in	light	gray).	To	publish	it	again,	click	Save & Publish.

(Or	right	click	in	the	tree	structure	and	click	on	Publish).

1.2.3 - Delete: The page is moved to the trash. It no longer appears in the structure
from your catalog.

1.2.4 - Rename: Define	a	new	name	for	your	page.

1.2.5 - Refresh: Reloads the page currently open.

1.2.6 - Display in the tree structure: Allows	you	to	locate	the	page	in	the	tree	structure	of	your
catalog	(located	in	the	Documents	panel).

1.2.7 - Info: Allows	you	to	collect	different	information	on	the	open	page	(ID,	Path,	Parent	ID,
Type,	Modification	date,	Creation	date,	User	modification,	deep	link).

1

2

3
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1.2.8 - Translation: Allows	you	to	use	the	product	translation	directly	on	your	page	or	on	a
new	document.

1.2.9 - Open in a new window

1.2.10 - Open the preview in a new window

1.2.11 - Share via notifications: Allows	you	to	send	email	notifications	of	items
of	your	publication.	(More	details	chapter	5.0	-	Notification)

1.2.12 - ID : Unique	identifier	with	the	identification	of	it.

1.2.13 - InDesign export : Only	on	catalog	pages.	Allows	the	export	of	the	page	on	INDD

1.2.14 - Edit: Allows	you	to	access	and	modify	the	content	of	the	catalog	page.

1.2.15 - Preview: Allows	you	to	preview	the	page	in	HTML	format.
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1.2.20 - Page display:

(1)	Enlarges	the	display	of	a	page.
(2)	Displays	the	zoom	value	in%.
(3)	Reduces	the	display	of	a	page.

1 32 4

(4)	Show	or	hide	markers

     With markers             Without landmarks

1.2.16 - Generate & Preview PDF: Allows	you	to	generate	and	download	the	catalog,	a	chapter
or a page. More details in Chapter 6 - Generating a PDF 

 

1.2.17 - Versions: Allows	access	to	the	different	versions	of	the	page	in	order	to	restore	a
previous version if necessary. More details in chapter 4.10 - Versioning a publication. 

1.2.18 - Dependencies: Allows	access	to	the	list	of	products	and	media	present	on	the	page.
More details in chapter 4.4 - Displaying the products contained in a publication

1.2.19 - Notes & Events: List	of	notes	associated	with	the	page.	Allows	you	to	add	one	or
several notes. More details in chapter 4.7 - Add a note 
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1.3 - Benchmarks

The marks present in the editing mode of the catalog pages can be moved according to your
needs.	Guides	placed	on	one	page	do	not	affect	other	pages.

(1) Click on the marker of your choice and move it to
now	click	the	left	mouse	button.
(2) The positioning of the marks is expressed in mm.

To	delete	the	markers	placed,	place	it	on	its
original positioning.

12

1.2.21 - Highlighting	the	modifiable	elements:	The	modifiable	elements	of	a	page	are	highlighted
highlight.	(side	toolbar	on	the	left	of	your	page)

1.2.22 - Refresh: Reloads the page currently open.

1.2.23 - Empty the content of the current view: Deletes the content of the open page.

1.4 - The panels

Contains all the data necessary for the
realization of a project. 

(1) railway	and	page	of	your	documents
(2) all the elements imported or present in
the project
(3) project	structure,	product	sheets	...

Ability to customize folders and subfolders
in each panel.

1

2

3
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In the Data Objects / Products	panel	,	to	quickly	find	a	product	in	the	list
(sorted	in	increasing	order),	(2) use	the	«following»	arrows.

(1)	If	you	already	know	the	page	where	the	product	is	located,	enter	the	number
of page in zone 1.

Each	object	corresponds	to	an	identifier	on	the	application.
You	can	easily	find	BOMs,	products,	stores,	media,	editorial	content,	etc.
Find	this	identifier	in	the	toolbar	of	any	element.	(see	section	1.2.12	-	ID)

21

1.4.1 - Editing options in the panels (base)

(1) Copy an element of the tree structure
(2) Cuts an element of the tree structure
(3) Unpublish elements
(4)  Delete an element (the element no longer appears 

in	your	railway,	it	is	placed	in	the	trash)
(5) Rename an item

1

2

3

4

5
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1.5 - Tab management

When	a	product,	catalog	or	media	is	opened,	it	is	displayed	in	a	new	tab.
To	access	the	available	actions,	right-click	on	one	of	the	tabs	:

(1) Close the selected tab.
(2) Close all tabs except the one that is selected.
(3) Close	all	unmodified	tabs.
(4) Closes all open tabs.

1

2

3

4

1.6 - Railway display mode

You	can	choose	different	display	modes	when	you	open	a	catalog	or	chapter.
To	start,	click	on	one	of	your	catalogs.

(1) Double page catalog display
(2) Displays	the	catalog	in	the	form	of	a	brief	(default	display)

(3) Displays the catalog as thumbnails

1 2 3
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1.7 - Pagination

If	you	add,	move	or	delete	pages	or	chapters,	it	is	necessary	to
update	page	numbers.	To	do	this,	click	on	one	of	your	catalogs	or	on
a	chapter	(Documents	panels).

(1) Click on the New pagination button

1

(2) Enter the number of the 1st page of the chapter 
or from the catalog

(3) Check	the	box:	Renumber	the	other	chapters

(4) Click	OK

2

3

4
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1.8 - Structure of a catalog

A	catalog	appears	in	the	form	of	a	tree	structure.	Its	structure	breaks	down	in	the	way
next.

(1)	The	covers	(can	be	modified	in	the	same	way	as	a	standard	page).
(2)	Chapters:	group	together	a	set	of	pages
(3) The pages

1

1

2

3

All	these	elements	are	defined	when	creating	the
railway.
(Refer	to	chapter	2	-	Creation	of	a	new	
publication)	

By	default,	the	tree	does	not	appear
entirely,	to	display	the	different	elements	of		

your	catalogs,	click	on	the	icon	  positioned at
left of a catalog or chapter. 

(Click on   if	you	want	to	hide	the
elements	of	the	tree	structure).
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2 - Creation of a new publication 

2.0 - Creation of the catalog

(1) Open	the	Documents pane by clicking on it.

Right click on the folder (2) and choose (3)	Add	a	print	page	/	Catalog.
(4)	Name	your	catalog	and	(5)	validate	to	launch	the	creation	wizard.

1

2

4

5

3
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2.1 - Railway creation assistant

2.1.1 - Configuration : 

(1) Choose	the	page	format	or	enter	the	values			(in	mm)	for	a	custom	format.
(2) Choose	the	orientation	of	your	pages	(landscape	or	portrait).
(3) Define	whether	or	not	to	add	covers.
(4)	Define	the	margins	of	your	catalog	(in	mm).
(5) Click	Next	(bottom	right	of	the	window),	to	access	the	«Automation»	tab

1

2

3

4

5
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2.1.2 - Automatisation

(1) From	a	file,	allows	you	to	use	a	CSV	file	(structure	communicated	beforehand,	to
automatically	place	the	products	in	the	pages	and	generate	the	number	of	pages	required).

(2) From	an	object:	Allows	you	to	select	an	object	of	type	«Publication	in	list»	to	generate	the
railway.	All	these	modes	manage	chapters	and	jump	pages	if	necessary.

1

2
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2.1.3 - Chapters & Pages

Define	the	number	of	chapters	in	your	catalog	by	clicking	on
(1) 

(2) Enter	the	name	of	your	chapter	in	the	label	field.	(For	example:	Furniture	and	Decoration).

(3) Then	define	the	number	of	pages	in	your	chapter.

(4) Add	a	page	outside	of	Chapter	which	are	often	manual	pages,	index	..
clicking on

If	you	want	to	add	pages	outside	of	the	chapter,	(5)	define	the	names	of	the
pages	in	the	label	field.	You	can	delete	page	and	chapter	by	clicking	on	the
black cros

1

2 3

4

5
6
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2.1.4 - Personalization

Contains	page	templates	associated	with	the	publication	format.	(1) Select a template for
even and odd pages. (2)	If	no	page	template	is	selected,	the	pages	will	be	blank.	he
is possible to associate or modify the page templates using the chapter properties tab or
pages.	(For	more	details,	2.2	-	Modification	of	the	properties	of	a	page	or	chapter)

1

2
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Users	who	have	the	rights	will	be	able	to	add	page	templates.	(1) By placing them in the
Active-Wireframe folder found in the Elements panel. (2) You can make them available
by	arranging	them	(drag	and	drop)	in	the	directory	corresponding	to	the	size	and	orientation	of	the	
template. You can also use the right click and choose the option (3)	Add	element	(s)	/	Upload
files

2
3

1
These	will	appear	during
creating a catalog.

As part of your project
media access is not
available,	contact	a
Manager or administrator
of the platform.

2.2 - Modification of page or chapter properties

On	one	of	your	page	or	chapter,	click	the	Property tab .
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To modify a page template (1)	select	the	following	from	the	drop-down	list	:

 • w2p_template_odd	(odd	pages)
• w2p_template_even	(even	pages)

2

(3) Drag one of the page templates into
the red circle positioned in the value column

Click on Save & Publish

1

3

Then click on the green cross (2) to add a
new	property.
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Once	your	catalog	is	generated,	you	get	an	overview	of	the	pages.

2.3 - Creating a page manually

You	can	add	a	page	manually,	after	using	the	path	creation	wizard
iron.	(More	details	2.1	-	Railway	creation	wizard	)

In	the	tree	structure	of	your	catalog,	click	on	the	chapter	or	catalog	in	which	you
want	to	add	a	page.

(1)	Click	on	Add a print	page	then	choose	page	(2).

1

2
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(3) Enter	the	name	of	your	new	document.
(4) Click	the	OK	button.

3

4

In	order	to	place	free	products	or	elements	(texts,	images,	PDF)	in	a	new	page,
click	on	it	in	the	catalog	tree	(Documents	panel)
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2.4 - Association of a product with a template

The	term	“template”	designates	the	graphic	form	(appearance)	that	a	product	will	have.

The	Elements	palette	available	on	each	page,	allows	you	to	select	templates	for	your
products placed in the pages.
Select	the	template	by	holding	the	left	mouse	button	down.	Drag	it	anywhere
where	on	the	page.

You can also select the green cross on the page
and	directly	choose	the	file,	template	or	product
that	you	wish.

Arrange it on the page and then drop a product on the template.
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The product is automatically shaped at the bottom left of the
page.

You	can	move	it	by	clicking,	with	the	left	button	of	the
mouse on the gray banners present at the top and bottom of the 
product,	and,	keeping	the	button	pressed,	move	your	product.

You can change the shape of your product by
resizing	and	/	or	moving	the	blocks	that	compose	it.

Text size cannot be resized like this
but	the	text	blocks	can	be	moved	anywhere	in	the
main block.

IMPORTANT: The publications generated in Indesign only recover the size and position of the product
full.	Any	personalization	of	a	product	will	only	be	a	visual	indicator	for	the	studio	which	will	assemble	the	pages.	
In	the	case	of	smaller	publications,	the	PDF	HD	export	will	integrate	these	modifications.

It is imperative to	save	your	modifications	of	each	product	by	clicking	on Save & Publish or using the keyboard 
shortcut CTRL + S.
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The	height	and	width	of	the	template	can	be	changed	by	selecting	the	4	edges,	and	stretching	them	from	the
desired	way.
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You can also search for a product directly from the
template.
Make	a	(1)	Right-click	the	template	and	then	click	Search	(2).

The Search	panel	(below)	allows	you	to	filter	your	search	(Data	Objects,	Document,	or	Media).

(1) Enter	your	article	code,	part	of	the	name	of	a	product,	for	example,	in	the	search	field.

(2)	You	can	specify	which	type	you	want	to	search	for		:

Documents : Publications
Elements: Media	(PDF,	images)
Data Objects: Products,	articles

(3) Tap Enter on your keyboard or click Search to start the search

(4) Number	of	results	displayed

(5)	Navigation	in	the	result	pages

(6)      		T	o	find	what	starts	with	ABC,	type	ABC	*
							To	find	what	ends	with	ABC,	type	*	ABC
							To	find	what	contains	ABC,	type	ABC

1

2

1

2

3

45

6
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2.5 -  Store catalogs: variations of the master catalog

A	store	catalog	inherits	from	a	master	catalog	(basic	publication).
That	is	to	say	that	its	products,	its	layout,	its	characteristics	will	be	the	same	as	the	Master.

The	catalogs	can	be	modified	according	to	the	needs	of	each	store.

Creation of a store variation

In	the	Documents	panel,	right	click	on	one	of	the	catalogs
contained in the Master folder.

(1)	In	the	options	offered,	click	Copy.

Right click on the Master folder.

In	the	options	offered,	(2) move your
cursor on Paste (inheritance) then
(3) Paste as a child (recursive).

1

2

The	duplicated	Master	catalog	(BrochureMai_copy)
now	has	a	structure	identical	to	that	of
Master	of	origin	(BrochureMai).

3
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The	products	on	the	different	pages	from	the	Master	can	be	overwritten	as	needed
of	different	stores.

These appear grayed out on store variations. (4) Right click on the product then (5) click on overwrite
to remove the product from the page.

Finally,	drag	a	new	product	into	the	template.

4

5
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2.6 - Store variations

(1) Right click on the catalog
(2) Choose and copy it
catalog.

Again,	Paste as a child (recursive).

1

2

(3) Save and Publish to apply the changes.

3

When	a	publication	is	created	in	the	«publications-admin»	directory,	an	additional	action	is
available	when	opening	the	publication	:	(4) Decline a publication.

By	clicking	on	this	button,	the	list	of	stores,
members,	etc	...	appears	so	that	a	selection
be made (5).

Each store or member is an object
containing	the	addresses,	a	member	may
have	multiple	stores,	and	logo.

4

5
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Decline	a	publication,	generate	a	copy	for	each	store	and	automatically place the information
of	the	store	(s)	(addresses,	telephones,	etc	...).	This	part	is	generally	managed	in	«black transplanting»
to reduce printing costs.
In	the	example,	the	bottom	of	page	4	of	the	master	publication	will	host	information	from	the	store	(s)	for
each variation (6).

Members or stores are notified that a publication is available.

They	can,	if	products	have	been	overwritten	in	the	master	publication,	replace them with other products
present	on	the	platform.	The	validation	workflow	allows	them	to	request	validation	after
modification	and	/	or	control	of	their	publication.

Pim2Print	manages	CMYK	values			and	Pantones	natively,	publications	can	then	be
directly	exported	to	PDF	without	having	to	generate	them	automatically	in	InDesign.

Cutting,	mounting	marks,	100%	black,	overhangs,	etc.

All the options necessary for printing from a printer are available.

The	bottom	of	page	4	is	now	occupied	by	information	from	the	store(s)	(7).

6

7
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3 -     Initialization of a new publication by leaving
from a previous

In	this	specific	case,	the	railway	creation	wizard
does not appear.

In the Documents	pane	,	click	on	the	catalog	to
duplicate in the folder of your choice. Click
right on the catalog and (1) select Copy.

1

Again,	(2) right click on the Master folder 
then (3) Paste (inheritance) / Paste as a 
child (recursive).

The	duplicated	catalog	will	have	the	same
characteristics,	structures	and	contents.
Furthermore,	when	a	modification	is
made	on	this	new	catalog,	this	one
will	not	impact	the	source	catalog.

2 3

The	new	catalog	has	the	same	name	as	the	source	catalog.	(For	example,	if	you	duplicate	the
test	catalog	,	it	will	be	called	test_copy).

3.0 - Creation of your publication from a previous one
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3.1 - Rename a publication

You	can	then	change	the	name	of	this	new	catalog	by	right-clicking	on	it.
Then choose the Rename option (1).

2

(3) Enter	the	new	name	of	your	catalog
(4) Press	OK

3

4



ACTIVE PUBLISHING
Bureaux Antarès - Asterama 1 - Avenue Thomas Edison - 86360 Chasseneuil du Poitou
https://activepublishing.fr - contact@active-publishing.fr - +33 (0)5 49 86 73 97

37

4 - Work on the content of a new publication

4.0 - Search for a product

To	search	for	a	product,	in	the	left	sidebar	of	the	application,	click	on	the	icon
the Active Search plugin

The	results	will	be	displayed	directly	on	the	page.
If	you	find	your	search,	click	on	it	(1)	.	This	will	open	directly	in	the	tool	(2).

2

1
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To make a more precise search select
directly the section of your choice in the 3
main tool tabs (1).

Use	the	different	filters	(2)	to	refine	your	search.

1

2

4.1 - Product sheets

You can also access products from the Data Objects / Products panel .

(1) Click on one of the products in the list to
open the product sheet.

1
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The product sheets contain data structured in tabs.
Click	on	a	tab	to	view	its	content.

The	product	sheets	contain	translation	options	:
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Access	the	various	media	contained	in	the	product,	by	clicking	on	the	Pictures tab.

(1) Media	preview	present	in	the	product	sheet.
(2) It	is	possible	to	add	media	as	well	as	delete	them.
(3) The option menu visible next to the media provides access to other possibilities such as
cropping,	sending	file	...	

1

2

3

3

4

(4) To	open	one	of	the	media	contained	in	a	product,	right	click	on	the	preview	and
select the Open option
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There	are	various	options	such	as	the	possibility	of	downloading	your	visual	in	different	formats
(1)	,	technical	details	(2),	personalized	download	(3)  ...

By opening the Edit tab (4) this	opens	a	simplified	editing	tool	to	work	directly	on	your
image (5)	you	have	many	editing	possibilities	such	as	color	work,	rotation	and
many other tools (6).

3

1

2

4

5
6
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4.2 - Open a product directly from a page

(1) Right click on the product in the page

(2) In	the	options	offered,	click	on	Open

1

2

Le média s’ouvre dans un nouvel onglet 

(1) L’image contenu dans le media s’affiche sous le chemin (url).

Accédez également aux logos associés au produit en cliquant sur l’onglet Icone & 
Warranty depuis votre fiche produit.

48 

Also	access	the	logos	associated	with	the	product	by	clicking	on	the	Icone & Warranty tab fromyour 
product sheet.
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4.3 - Control of publications containing a product

To	check	the	presence	of	a	product	in	one	of	the	catalog	pages,	(1) click on the tab
Dependencies in your product sheet. In section (2) Required by,	you	get	the	path	to	the
page	where	the	product	appears.
For	example:	/	ACTIVE	PAGINATE	/	BrochureMai	/	Chapter	1

(3) Double click on the page path to go directly to the page of the
catalog.

4.4 - Display the products contained in a publication

Click on your catalog page and (1) click on the Dependencies tab .
In the Required	section	,	you	get	all	the	product	sheets	contained	on	page	(2).

(3) Double-click on	the	product	path	(example:	/	products	/	13378171-Canon	EOS)	to
to	open	it	in	a	new	tab.

The section Required by (4) indicates	(if	existing)	that	this	page	is	present	in	other	catalogs
(variations	of	the	master	catalog)

2

3

1

1

4

3

2
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4.5 - Activity indicators

In	order	to	have	an	overview	of	the	different	activities	carried	out	on	a	catalog	page	click	on	(1)
the Version tab

The left panel indicates all the saved versions of your page. The panel
right	offers	an	overview	of	the	selected	version	(s).

Select	the	2	desired	versions	in	the	column.	The	2	checked	versions	will	appear	on	the
right	panel	and	the	differences	between	the	two	versions	will	be	displayed	in	red.

You	can	also	choose	to	view	only	one	version	of	your	page (2).

The current version is indicated by the presence of an icon  

1

2
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4.6 - Removing products from a publication

In	case	you	want	to	keep	the	templates	arranged	on	the	page	:
(1) Right click on the template then (2) select the Empty option .

Save	to	apply	your	changes	(or	CTRL	+	S).

If	you	want	to	delete	the	template	entirely,	(3)	click	on	the	red	cross
present on each template.

1

2

3

Save	to	apply	your	changes	(or	CTRL	+	S).
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4.7 - Add a note

It	is	possible	to	add	a	note	for	a	media,	an	article	or	a	page.
In	the	element	toolbar,	select	the (1) Notes & Events tab
To	add	a	note,	click	on	the	button (2) Add

(3) Choose	the	type	of	note	you	want	to	add	by	clicking	on	the	drop-down	menu.

(4) Define	a	title

(5) Add a Description

(6) Click Saver

12

3

4

5

6

Care note that a note cannot be deleted!

To access all notes ( Tool menu / Note & Events	)
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4.8 - Content of blocks

A	template	is	made	up	of	several	blocks:
(1)	Image
(2)	Legend
(3)	Sub-legend
(4)	Reference	or	/	and	Reference	table

Reminder : When	you	import	a	product	into	a	template,	it	corresponds	to	the	pre-	filled.	
The	different	blocks	that	make	it	up	can	therefore	be	modulated	according	to	each	product.	(other	
Images,	pictograms,	prices,	tables	...).

Refer	to	the	following	chapter	:	2.4	-	Association	of	a	product	with	a	template	
 

2

4

1

3
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4.9 - Define the final photo

When	a	product	is	associated	with	a	template	on	your	catalog	page,	(1) the photo on the left
appearing	in	the	media	list	is	the	final	photo	(2).

If	you	want	to	change	the	final	image,	use	the	green	arrows	to	bring	your	final	photo	to
left (3). 

1

2

2

3
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4.10 - Versionning a publication

Versioning	allows	you	to	recover	a	previous	state	of	a	publication,	a	product	or	even
media,	when	one	or	more	modifications	have	been	made.	Versioning	is	established	through
of	the	Save	&	Publish	action	when	a	modification	takes	place	on	a	product,	media	or	page.

In	your	toolbar,	(1) click on the Versions tab

The	current	version	of	the	document	is	annotated	with	a	symbol		 				in	the	Published column

Versions	can	be	filtered	by	date,	ID,	users	(2).	(other	column	choices	may	be	added).	To	sort,	click	on	
the title of each column.

1

2

To	find	the	previous	status	of	a	publication,	(3)	right	click	on	the	desired	version	(the	line),	then	(4) 
click on the Publish option

Your	publication,	page,	media	...	updates	and	you	find	your	product	with	the	previous	version
published.

3
4
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4.11 - Insert texts

To	insert	text	on	one	of	your	pages,	click	on	the	desired	catalog	page.
In	the	palette	on	your	page,	select	the	Text field template on your page.
catalog.

The	template	will	be	positioned	by	default	
in bottom left of your page.

Move it to the desired location then
Save & Publish.

(1) Click	in	your	template	and	access	a	text	editor	as	well	as	formatting	tools.

(3) You can then modulate
the text box by clicking on the
ends of the template and stretch 
them	now	your	right	click	pressed.

Don’t forget to Save
& Publish after each of your
modifications.

1

3
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4.12 - User rights management

Each	user	will	have	different	rights	depending	on	their	role,	here	are	1	example	:	

4.12.1 - Rights specific to the ADMIN role
You	can	modify	each	of	the	roles	created	previously.	It	is	possible	to	give	specific	permissions	for	each	
read	and	write	roles.
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4.13 - The Workflow

The	Workflow	makes	it	possible	to	follow	the	state	of	any	element	present	on	the	application.

6	states	have	been	defined	in	the	Workflow:
1 - Brief in preparation
2 - Product in progress
3 - Product control in progress
4 - Product correction in progress
5 - Valid BM
6 - Valid BAT

(1) The	different	Workflow	states	appear	systematically	at	the	top	right	of	your	toolbar	when	editing	
a	catalog,	page	or	product.

When	one	of	the	Workflow	steps	is	completed,	(2) click on

 

(3) The title of the action is displayed in the
Action Detail pane

(4)	Add	a	note	(if	necessary)

(5) Perform the action (bottom right of the
sign).

A	notification	is	then	sent	to	users	concerned	
in order to carry out the tasks associated 
with	the	new	state	of	the	Workflow.

Le Workflow   

Le Workflow permet de suivre l’état de tout élément présent sur l’application. 

6 états ont été définit dans le Workflow :

1 - Brief en préparation
2 - Produit en cours
3 - Contrôle produit en cours
4 - Correction produit en cours
5 - Valide BM
6 - Valide BAT

(1) Les différents états du Workflow apparaissent systématiquement en haut à droite de 
votre barre d’outil lors de l’édition d’un catalogue, d’une page ou d’un produit.

Lorsque l’une des étapes du Workflow est achevée, (2) cliquez sur  

(3) L’intitulé de l’action est affichée dans le
volet Détail de l’Action

(4) Ajoutez une note (si besoin)

(5) Effectuer l’action (en bas à droite du
panneau). 

Une notification est alors envoyée aux
utilisateurs concernés afin de réaliser les
tâches associées au nouvel état du
Workflow.
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5 - Download the source file

5.1 - File and media download

In	order	to	download	the	source	file,	(1) click on the
desired document in the tree.

5.0 - Notification

(2) In	the	Publication	toolbar,	click	Download data.

The	downloaded	file	is	in	the	form	of	a	.zip	archive	with	in	particular	:
•	A	CSV	file	with	the	product	data	and	the	URL	of	the	various	media.

2

The	recipient	is	notified	by	email.	The	share	button		  is in the bar tool from your catalog.

(1) Possibility	of	integrating	an	attachment	of	your	choice	(documents,	elements,	data	objects).

1

1
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In	order	to	download	the	PDF	file,	(1) click on the
desired document in the tree.

1

To	download	only	the	document	in	PDF (2) click on the Generate & Preview PDF tab

2

Many	options	allow	you	to	customize	the	generation	of	your	PDF	according	to	your	needs.
For	example,	it	is	possible	to	add	print	marks,	change	the	color	space	etc	...	(3)

Then click on (4) Generate PDF

3

4

6 - Generation of a PDF
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5
6

Once	the	PDF	has	been	generated,	a	preview	(5)	of	your	PDF	is	available	on	the	right	part	of	the	tool,	
then click on Download PDF (6)
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7 - Upload a PDF

7.0 - Upload
To upload a PDF from InDesign (1) click on the Elements	panel	.	Click	on	the	desired	folder	(2)
in the tree structure and choose the option (3) Add item(s) then (4) Upload files.

7.1 - Add notes

(1) Click on your uploaded PDF in your left panel.

To add a note click on the Notes & Events tab in the toolbar of your catalog.
Then click on the Add	button	and	fill	in	the	required	fields.	See	chapter	4.7	-	Add	a	note

1

2

1
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