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Welcome to Insite
This is a helpful users guide for creating jobs and uploading 

files to Nieman’s Insite for your printing projects.

The Nieman Insite Portal is a powerful tool for Uploading, Proofing, Purchasing 
Inventory, Variable Data Print, and Print-On-Demand items online. You Can Upload, 

Proof and Approve in real time. No longer do you have to wait for proofs! Let us 
begin the journey to virtual proofing with more accurate and timely proofs. 

• File Uploading       • Proofing       • Purchasing From Inventory  
• Variable Data Printing       • Print On Demand



Step 1
Logging in to Insite

Once you have received your 
user name and password you are 
ready to log in to Insite and begin  
creating your print job.
https://niemanonline.com
 

After logging in, you can create a new 
job or work on an existing job. Each time 
you create a new Insite job the system 
assigns a unique Insite job number. 

If you have corrections to a page, place 
the corrected page into the previously 
created job. 

Note: The file cannot be overwriten if it 
contains a page that has been approved.
Hint: You can rename the file to a new 
name. Example: Bro-p1.pdf to Bro-p1rev.pdf.

Optional:
After you click Create Job 
you can add specific job 
notes, and if required, assign 
multiple job users so they can 
review the job with you.

Step 2
Creating a Job



You are now ready to start upload-
ing your files. If you click on the 
Upload Files button a new window 
will appear and you can drag and 
drop your files onto this window to 
upload them or click the plus but-
ton and navigate to your files.

Step 3
Uploading Files

Now that you have created a 
new Insite job this is where 
you can upload your files. 
Optionally you may add any 
job information under the Info 
Sheet.

Once your upload is complete 
you will see the number of 
pages you uploaded under the 
Approval Summary. It will list 
the total number of pages in the 
job and what approval state they 
are in.

Note: The system will divide 
your file into pages. There is no 
need to upload multiple files.



System Diagnostics
After acquiring your Username 
and Password from insite via 
email, Insite can run a series of 
tests to make sure  your brows-
er and java are up-to-date.
After this initial first time it is 
not necessary to re-diagnose 
your system.

System Diagnostics

There are no special plug-ins or tools you need to download to use Insite. Pay close attention to the Java area of the report. This tool will 
also check your firewall for any connection issues. At the bottom of the analysis window there is a link (CLICK HERE TO TEST YOUR 
CONNECTION SPEED) which checks  your upload and download speeds from our server.
*After running the System Diagnostics any problems will be highlighted in red. Please contact your CSR.

Forgot Your Password?

If you forget your password you 
can type in your username and 
your  password will be emailed 
to you.

Connection Speed



Working Within a Job
Summary Tab

You can change job information 
by using the Edit Properties link 
and the Manage Access link al-
lows you to  manage the Users 
and Groups for your project. 

Info Sheet
This is were you can add specific information 
for your project’s printing requirements. You 
can put in Quantity, Colors, Paper, Trim Size, 
and how your project needs to fold, and any 
special comments about your project. 

Summary Tab
Now you are at the Summary Tab. It gives you a quick overview of the job. The Approval Summary Link lists the pages 
that have been approved or are requiring approval. The File Transfer Link lists all the files that have been uploaded. The 
Reviewers Link lists any users or groups assigned to this job. There is also a Notes Link so you can add any notes that 
you need for your project.

These buttons allow you to up-
load your files, review your files, 
and approve your files.



Creating Users
Considering that customers usually have multiple 
people working with them on their projects you will 
have the ability to create users within your customers 
account. These people will have access to jobs on 
your site. Once you create a user, you will then want 
to assign this user a role. Now to get started, click the 
administration link (example to the left). Then, in the 
users and groups area, click create new user and it 
will open the window to add their information.

About Roles:
The tasks that a user can perform depends on the 
users role. A role is a collection of user rights. By 
combining certain user rights into roles, you enable 
users to carry out specific tasks in your workflow.  
To see a list of user rights, click on the (I) button.

The following levels of roles are available:

Administrator roles: These are the people who 
would need to be able to perform actions in your 
administrative workflow, such as managing your 
customer account and granting or restricting users 
rights. 

Job roles: Job roles would be given to people who 
would perform tasks in the workflow such as job 
creation, uploading files, and reviewing or approving 
pages. You can set the level of responsibility for each 
user. For instance, one person can have full rights 
to create, upload, add users, approve pages and 
another person may only be able to approve.

Catalog roles: Catalog roles are not needed for jobs.

Hint: New Customer Users are normally set to 
Customer Administrator for Admin Role and Job Role.

Clear check box if no 
email needs to be sent.

Creating or editing Customer Users
Customer users are people who use the software to place 
and/or approve orders, create jobs, administer the customer 
accounts, browse your catalogs, and so much more. 
Create Customer users by typing in the unique user name, 
password, and the first and last name of the user and add 
the users contact information. All Fields marked with * are 
required. 

Allow access to all current and future jobs:
This gives the user the ability to view all jobs related to this 
customers site. When the item is deselected they will only 
have the ability to see jobs that you give them permission too. 

Allow access to all current and future catalogs:
This gives the user access to catalogs on storefront.




