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This guide is designed to provide instruction on the basic functionality of the system.

To connect to Skyline (which is an internal web server for corporate), please follow one of the below actions
depending on your working environment.

e Users directly on the EDC corporate network, includes Direct Access users off network:
Open a browser and add the following link to the address bar -
http://skyline.edc.gov.local/Login.aspx

e Users who are off the corporate network, and are not Direct Access users:
Log into AppGate, minimise AppGate, open a browser and add the following link to the address bar
- http://skyline.edc.gov.local/Login.aspx

e Users who use Citrix:
Log onto Citrix, open a browser (within Citrix) and add the following link to the address bar -
http://skyline.edc.gov.local/Login.aspx

e Users who are on the Education network:
Open a browser and add the following link to the address bar -
http://skyline.edc.schools.local/UserAdmin/Default.aspx

No matter which way you connect to skyline, you can save the relevant URL in your browsers favourites.

If you require any help please contact me on 0141 578 8024

Document Navigation:
Standard Upload
Multi Document Merge and Upload
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Standard upload
Open the Skyline and log in using EDC login and password

To upload a document, click ‘Upload’ along the top banner

Kadam | 2 View Basket (0) | Prefi | o | Edit | Admin | Mansgement | Logout

Welcome to Skyline
Online print ordering system for East Dunbartonshire Council

The Council runs an in-house print service which provides the organisation with a number of benefits including reduced costs, specialist

knowledge and time efficiencies
Services offered include printing leaflets, booklets. posters and document binding

When ordering printing through the central print room please allow for the estimated timescales below and ensure all costs are kept

to a minimum by taking inte consideration the following:
- Printing in black and white is substantially more cost effective than full colour

+ Finishing products are both costly and envirenmentally damaging as most of these are plastic. These products should only
be requested when there is a business need. A3 folded booklets and A4 stapled booklets are a very strong and cost effective

alternative

Please note all prices and timescales are estimated and these can change depending on suppliers and resources required.

Costs to council

Select your document by Clicking on the ‘select’ button.

Please note: If you would like to combine multiple documents into one cohesive product please click here
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Kadam | g View Basket (0) | Preferences | Edit | Admin | Management | Logout

[ Home ] Business Stationery I Ugload r Paper Originals I Libraries T Orders T Approval }

Proceed | Supported File Formats

The conversion pracess could take 2 little while, depending on the complexity of your decument and the number on other documents in the PDF converter

queue. The pasition of your document is shown belovr. The conversion stages are:

Quauad -> Craating PDF -> Creating thumbnails -> Finalizing

Position File Name

N records to display.

Select the document you wish to upload and click ‘Open’

(& Choose File to Upload

@'Q \ <« EDCSHARE » Corp » Info and Records Mgmt » Central Print Unit (CPU) » Print Requests » Print requests b Skylineorders » 28nov2016 v [+4][ se0 ol
Organize v New folder >~ @
s A Name ’ Date modified Type Size

& Downloads ) Adcitional-Deferred Complete Form 2017-18 31/10/20161108  Microsoft 156 KB
Central Print Unil | B8] Continuation form 17-18 Microsoft Word ... 191 KB
] Recent Places | EDC logo highres copy.ai ALFile 225 KB
printroom T EDC logo2010highres copy 12/03/201316:03  Adobe Acrobat D... 896 KB
mailroom works ‘E 7L KILLERMONT HANDBOOK 2017-2018 FINAL 30/11/201610:46  Adobe Acrobat D... 2202k8
01-Committee S| | T Licensing Board 081216 redacted-097 Adobe Acrobat D... 1,719 kB
T Literacy Wallets2122016 Adobe Acrobat D... 202KB
4 Libraries @) Nativity Programme 2016 st mathews ; Microsoft Word D... 27 KB
[ Documents ) New Higher Democracy Revision2 01/12/20161410  Microsoft Word D... 111 KB
o) Music " @ New Higher International Issues USA- evision2 Microsoft Word D 162 KB
=] Pictures ) New Higher International lssues USA- Revision2  01/12/2016 1410 Microsoft Word D 162 KB
B videos ) New Higher MS Crime & Law Revision2 01/12/20161410  Microsoft Word D... 154 KB
T Pupil Cards02122016 01/12/20161319  Adobe Acrobat D... 2176 KB
/% Computer ) Registration form 17-18 31/10/201616:18  Microsoft Word 9... 25K8
& ospisk (C) ) Registration leaflet 17-182 01/11/2016 1001 Microsoft Word D) 174 KB
8 ede (edegovlc 71 5chool Prospectus 2017-2018 - Final 20/11/201617:23  Adobe Acrobat D... 1,166 KB
52 Apps (WEDC.GOY FE Wall Display labels2112016 01/12/20161319  Adobe Acrobat D... 1,438 KB

&# corpdat (\\edc-fe
58 Khdam (V\edcfs
% ededat (\\edc-fs]
' My Web Sites on

€ Network
/M 1F147481H
W HCN3VAIH

File name: « @A Files (1)

A green dot will appear next to your document when it is ready;
once this happens Click ‘proceed’
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Kadam | g View Basket (0) | Pr Downloads | Edit | Admin | Management | Logout

Your document will then appear in the library. Select the
document you wish to print by clicking the tick box to the left of
the file description. Then click on the basket in the library menu.

KAdam | g View Basket (0) | Preferences | Downloads | Edit | Admin | Management | Logout

Select the document type you want.

€.g. Booklets, Single Sided Pages, Bounded Booklets etc.
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To select the type you want, click ‘proceed’; which is to the right
of the description.

KAdam | ¥ View Basket (0) | Preferences | Downloads | Edit | Admin | Management | Logout

[ Home I Business Statianery r Upload I Paper Griginals r Libraries T Orders T Approval l

A=

Document Type

Document name: Nativity Programme 2016 st mathewrs

Sided Sheet
sided 0.01p per shest Calour Print Single sided

Procesd B

Booklet A4

A4 Stapled booklet Estimated Cost based on 20 page Booklet
colour booklet costs £2.00 mano print booklat cost £0,38p

Using this screen you can select your finishing preferences.

e.g. paper type, paper colour, Black and White or Colour etc.

Kadem | i View Basket(0) | Pr D | Edit | Admin | Mansaement | Logout

[ Home I Business Stationery T Upload T Paper Originals T Libraries T Orders T Approval l

Az

—
Document Type Product Optians

= | Document name: Nativity Programme 2016 st mathews

Main Body

Paper Type
4 White 80gsm (0.007p) | ~

Printed Sides

Printar Type

= n  Stapling
20 pag -
booklet Exception pages

Additonal Requirments
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Further down this same page you are also able to define the
guantity you require. Click ‘next’ to proceed

Black and White

aaaaaaaaa

’’’’’ e Paper A4 White 80gsm (0.007p) | ~

Black and White

ion Pages
35

Paper Ad White 80gsm (0.007p) § ~
Black and Whi

This page gives you an opportunity to see the final cost to the

print room of what you have requested. If you wish to change

the details of your order, click the ’edit’ button. Once you are
happy with the details of your order, click ‘next ‘to proceed.

KAdam | g% View Basket (1) | Preferences | D | Edit' | Admin | Management | Logout

Document Product Qual ty
Nativity Programme 2016 st mathews Booklet
Pr| ce
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Please complete your delivery details here. Once you have
annotated your details, scroll to the bottom of the page and
click ‘next’

KAdam | g View Basket (1) | Preferences | Downloads | Edit | Admin | Management | Logout

Select the date you would like your document to be prepared
for, and the delivery method you prefer. Click ‘next’ to proceed

KAdam | g View Basket (1) | Preferences | D | Edit | Admin | Management | Logout
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Please complete the cost code for your team/school, the
appropriate subjective code, and the identifier for your team or
academic subject

1 2

To complete the processes click ‘confirm order’. This will send
you job to the print room

KAdam | g View Basket (1) | Preferences | Downloads | Edit | Admin | Management | Logout

—
Tiocument Type Product Options Baskat Addrezs Shipping  Account Confirm
ase check the d confirr d
¥ Cancel Ord
Quantity | Document t Product
Nativity mme 2016 o
t mat]
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An automated conformation email will be sent to the email
address associated with your account

KAdam | % | Preferences | Downloads | Edit | Admin | Management | Logout

Your order was successful.
Crder Number: 108

All order notifications will be sent to your registered email address which is: Kerry.Adam@eastdunbarton.goviuk

Quantity  Document Product Pages Price

Nativity Programme

(-
w0 2016 st mathews

Booklet Ad 2 062

Multiple Document Merge and Upload

Please note: For the steps preceding this one please click here
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Select the documents you want to merge together. Click Open

to Proceed

2 Choose File to Upload

%g\ <« EDCSHARE » Corp » Infoand Records Mgmt » Central Print Unit (CPU) » Print Requests » Print requests » Skylineorders » 28nov2016 = | #4 ) scorch 220002026 £l
Organize v New folder - [ @
X Favorites : Name - Date medified Type Size

4§ Downloads ‘ 9] Additional-Deferred Complete Form 2017-18 31/10/2016 1108 Microsoft Word 9... 156 KB
Central Print Unil L Auchinairn Handbookmainbady Adobe Acrobat D,

] Recent Places 71 AuchinaimHandbockbackeaver | Adobe Acrobat D... 1,438 KB
printroom | AuchinairHandrookfrontcover 09/12/20151318  Adobe Acrobat D... 1,564 KB |
mailroom works || ] Continuation form 17-18 3/710/20161558  Microsoft Word 9, 191 KB
01-Committee St || EDC loge highres copy.ai 08/06/20151230  AlFile 225KB

T EDC logo2010highres copy 12/03/20131603  Adobe Acrobat D... 896 KB
4 Libraries 3 KILLERMONT HANDBOOK 2017-2018 FINAL 30/11/201610:46  Adobe Acrobat D... 2242 KB

[ Documents F Licensing Board 081216.redacted-097 /20161122 Adobe Acrobat D... 1,719KB

& Music ! ] Literacy Wallets2122016 319 Adobe Acrobat D... 202 KB

&) Pictures (] Nativity Programme 2016 st mathews 30/11/20160831  Microsoft Word D... 427 KB

8 videos (] New Higher Democracy Revision2 01/12/20161410  Microsoft Werd D... 111 KB

(] New Higher Interational Issues USA- evision2 Microsoft Word D... 162 KB
/% Computer (] New Higher Intemational Issues USA- Revision2 Microsoft Word D... 162 KB

&, osDisk (1) (E] New Higher MS Crime & Law Revision2 Microsoft Word D... 154 KB

58 ede (Vede.govle @] Pupil Cards02122016 01/12/2016 1319 Adobe Acrobat D... 2176 KB

58 Apps (\EDC.GOV lﬂﬂ Registration form 17-18 31/10/2016 16:18 Microsoft Word 9.. 225KB

& corpdat (\\edc-f @_] Registration leaflet 17-182 01/11; 6 10:01 Microsoft Word D... 174 KB

8 KAdam (\\edc-fs @] School Prospectus 2017-2018 - Final 29/11/2016 17:23 Adobe Acrobat D... 1,166 KB

8 ededat (\\ede-fel
¢ My Web Sites on

€ Network
% 1F147481H
M 2CRVEIH

File name: "AuchinairnHandreokfrontcover” "Auchinairn ody” "Auc backcover"

) —
A green dot will appear next to your documents when they are

ready; once this happens Click ‘proceed’

Kadam | g View Basket (1) | D | Edit | Admin | Management | Logout

r Home T Business Ststionery T Upload T Paper Originals I Libraries T Orders r Approval ‘

Sefect
@ AuchinairmHandrockfrontcover.pdf
X Remove
@ AuchinairnHandbookbackcover.paf
x Remove

@ Auchinaim Handbookmainbody.pdf

Procead

The conversion procass could taks a little while, depending on the complasity of your document and the numbsr an other documents in the PDF convertar

queue. The position of your dacument is shown below. The conversion stages are:

Queued -> Creating PDF -> Creating thumbnails -> Finalizing

Position File Name

No records to display.
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Tick the boxes to the left of the file descriptions of the file that
you wish to combine. Then click on the ‘merge icon’ within the
Library menu

Kadam | g5§ View Basket (1) | Pi nces loads | Edit | Admin | Managemen t | Logout

Give your new document a recognisable title

KAdam | g View Basket (1) | Preferences | Downloads | Edit | Admin | Management | Logout
[ M ETTT I e p—
e [Ad Handbook Merg |
Auchinairn Handbookmainbor dy =]
' x|

Add Blank Page || Merge || Back |
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You can rearrange your individual documents and a blank
pages, you are able to add as many blank pages as you require.
Once you are happy with the new order, click ‘merge’

Kadam | g§ View Basket (1) | Preferences | Downloads | Edit | Admin | Management | Logeut

Add Blank Page Merge Back

At this stage your collated document will be added to your
library, please click here to complete your order.
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