
Springfield Solutions now have an online artwork approval and label ordering portal 
called Web4Labels.
Web4Labels gives you full online access to approving and rejecting artworks, plus you will also 
be able to see all artworks in real time, so you can see what stage an artwork is at any time.

To start with you will receive an email like the below when an artwork is ready to approve:

To approve the artwork click on the link in the email: 
https://springfield.web4labels.com/apps/customer-portal/dashboard

This will take you to the portal in your browser, the screen below will appear asking you to 
enter your username & password (you should already have received this information to log in, 
but if you haven’t please contact your CSR for this).
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Once you are logged in the page it will take you to your home screen:  

If you click on Pending Products it will take you to all products that need approving, you will 
receive an email for every artwork that needs to be approved (you do not need to go into each 
email and click on the link, you can do it all from this pending section once you are logged in).

  All the artworks that are pending will be in your list. To check your artwork, click on 
Waiting for approval
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 List of your order progress and your Springfield Solutions contacts
 Link to Request for Quote
 Link to your Products
 Link to your Pending Products
 Link to your companies Order History
 Link to your account details/Log o�
 Link to your shopping cart
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To download your artwork, click on the pdf link under Documents
You can open up the PDF to check everything is OK, if there are printed whites or embellishments
on the artworks there will be another pdf link to download to show these separations, please 
check this aswell to make sure you are happy with these separations before approving.

Click APPROVE SOFTPROOF if you are happy and want to approve your artwork ready for printing.

This will change to Approval OK

You will receive an email to say you have approved the artwork, it will also send an email to
your CSR. The artwork will disappear from the pending list and appear in the My Products section.

Once the CSR has received the email, they will complete the approval and it will be ready for print. 
If you have more than one artwork that needs approving repeat the above steps until all artworks
are approved, you will receive an email for each approval.

If a colour approval is required (you will receive a colour proof in the post), the CSR will change 
the status back to Approved for Content, this will change to Approval OK once colour approval is 
received.
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If you want to reject your artwork, click on REJECT SOFTPROOF

This will then change the status to Rejected.

You can then click on the @ symbol to the right of the status which will create an email in your email 
application, it will automatically put the CSR name into the To: field and will refer to this specific 
product in the Subject: field, you can attach a pdf with comments on or you can type in the body 
of the email what you need changing, when you have done this you can send the email. 

Once the CSR has received your email they will book it back in for amends, you will receive another
email with a link to approve it once it is ready.
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Phone us
01482 484700 - Reception
01482 484747 - Sales

Email us
solutions@springfieldsolutions.co.uk

Come & visit us
Springfield Solutions
1 - 7 Thomas Street
Hull
HU9 1EH

Direct Contacts:
John Grant
Business Development Manager
jgrant@springfieldsolutions.co.uk
+44 (0)1482 484747

Duncan Wilkinson
Customer Service Manager
dwilkinson@springfieldsolutions.co.uk
+44 (0)1482 484703

Julie Fields
Studio/Projects Manager
jfields@springfieldsolutions.co.uk
+44 (0)1482 484717

Ian Horne
Studio Team Leader
ihorne@springfieldsolutions.co.uk
+44 (0)1482 484721
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