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1. Audience for this documentation 

This documentation is written for Administrators and for people who want to get a conceptual 
understanding of the Esko Share & Approve service. The most recent version of this document 
can be reached from within the application via Setup/Getting Started. 
 
This documentation is not written for regular or occasional users. For them, we have created 
a set of videos which can be accessed through following link: 
 
https://www.esko.com/en/support/blendedlearning/share-approve  
 
This link is also reachable from the application via the top-right menu (click on your name), 
Help & Learning and from Setup.  
 
We also advise the administrators to watch the video before reading this documentation. 
More advanced topics are discussed in the Esko knowledge base. You can find Share & 
Approve related articles in following link: 
https://www.esko.com/en/support/searchresult?Keyword=share%20&product=Share%20an
d%20Approve&productkey=shareandapprove&source=KBArticles&Page=1  

https://www.esko.com/en/support/blendedlearning/share-approve
https://www.esko.com/en/support/searchresult?Keyword=share%20&product=Share%20and%20Approve&productkey=shareandapprove&source=KBArticles&Page=1
https://www.esko.com/en/support/searchresult?Keyword=share%20&product=Share%20and%20Approve&productkey=shareandapprove&source=KBArticles&Page=1
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2. What is Share & Approve? 

Share & Approve is an Esko-hosted Cloud based SaaS application to upload, share and approve 
files, especially aimed at packaging assets like PDF or Illustrator graphics files, ArtiosCAD files 
and Esko Studio Collada files.  
 
You get access to the service, either by starting a quick deployment yourself or via Esko 
services helping you. The setup itself typically takes less than 2 minutes.  
What is then created for you is: 

- An Esko Cloud Account: collects your data, your billing, statistics, … 
- 1 site: the part that is visible to your people and your business partners, based on 

invitations. It’s a web site which looks similar to existing cloud storage applications. 
On top of a folder structure with sharing capabilities, you also get a high-end 2D and 
3D viewer and an extensive approval experience.  

 
You can find what’s new in the 21.03 release at the bottom of this document. 

 

3. Concepts 

Esko Cloud 
Esko Cloud is a cloud environment in which we deploy applications like Share & Approve. It is 
hosted on Amazon Web Services in different regions (currently Europe and North America).  
 
Esko Cloud Account 
The Esko Cloud Account is used to keep different installations apart from each other. All data 
uploaded to Share & Approve will belong to 1 Esko Cloud Account. To that account, we 
connect a billing system in which we charge for the storage, certain operations (‘transactions’) 
and a monthly fee for the Share & Approve site.  
The Esko Cloud Account is also called an organization. Most companies will only need one Esko 
Cloud Account. Nothing however prevents you to create multiple Esko Cloud Accounts to get 
independent environments with a separate bill and no overlap of data.  
 
EskoID 
Authentication system used for Share & Approve (and other Esko services). When inviting new 
users, the system will check whether they already have an EskoID. If so, it will re-use this 
EskoID and allow access to your sites via that EskoID. (so these people can have access to 
multiple sites with the same username/password).  
If the user does not have an EskoID yet, a new one will be created (free of charge) and an 
invitation with clear instructions is sent to the new user.  
 
Site (website) 
The visible part of Share & Approve. You use a web browser such as Google Chrome or other 
industry standard web browsers. 
An Esko Cloud Account would initially have 1 site. Reasons to create extra sites would be: 

- Give specific customers a different user experience 
- Set some site settings differently  
- Create a sandbox environment 

A site is essentially a folder structure and a set of functionalities to execute on the folders and 
the files in them.  



Share & Approve 

6 

The Share & Approve sites look like existing cloud storage applications. You can set 
preferences per site. 
 
Folder 
Each site has a site root folder (which has no name). Under that folder, you can create any 
number of folders and subfolders like in a Windows file system. 
Folders can be shared with other users or groups.  
 
Document 
Documents are files uploaded to a folder. Each document is in exactly 1 folder. A document 
can have multiple versions. Each time you upload a file as a new version (or upload a file with 
the exact same name as an existing file in that folder), you get a new version.  
Documents can also be individually shared.  
 
Approval 
Operation done on a document (you cannot approve folders). An approval is a sequence of 
requesting an approval to 1 or multiple people, followed by these people’s decisions (approve 
or reject) leading to a final approval state.  
 
My Network 
My network is the place where you maintain your users, groups, partners (customers, 
suppliers, other partners) etc.  
Your network is specific to your Esko Cloud Account but shared between the sites of this Esko 
Cloud Account (if there are more than 1).  
 
Internal and External Users 
Internal users are users from your own company. External users are all other users.  If you are 
e.g. a packaging converter, then your designers, customer service reps, sales people, project 
managers, … would all be internal users while your customers would be external people.  
The person who creates the user in the system will decide whether the user is internal or 
external. It can be changed later. 
External users see less than internal users. They won’t have a ‘My Network’ menu item. 
Consequently, they can’t see which other users are defined in your network and they cannot 
see the names of your other partners and their users.  
Internal people can see all partners and their users. So be careful to not assign external users 
as internal users.  
 
Access Rights and Roles 
Access to folder and documents is given via the Sharing functionality. What the user can do in 
the folder is dependent on the role he/she gets when sharing. Higher roles (e.g. Manager can 
upload/download/delete/force approve, …) can do more than lower roles (e.g. Reviewer can 
only view & download but not upload or delete).  
We currently have following roles: 
 

Role Name Rights Use cases 
Reviewer Read 

 
People who need to see documents for any 
reason. Lowest access right you can give. 
Typically given to external people.  

Approver Read 
Annotate 

Comparable to Reviewer but specifically 
indicates that this person will have to 
approve the document. The default 
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approval cycle asks all people with the 
Approval role to approve 

Editor Read 
Upload/Create 
Delete 

Mostly document creators, designers, 
prepress operators, customer service reps.  

Manager As Editor, plus all 
approval operations 
(including force 
approval) 
 

Project Managers and responsible people 

Owner All rights except 
force approve and 
force reject 

Automatic Role: the owner is currently 
always the creator of the folder or 
document. This role allows doing obvious 
operations like deleting whatever you have 
just created.  
You cannot move the owner role to 
somebody else. 

Approval Master Read and all 
approval operations 

Manage the approval cycle (including force 
approve and force reject).  
Automatically assigned when starting the 
approval cycle. Can be re-assigned through 
the advanced approval User Interface.  

Site Administrator Full rights on 
everything 

Assigned to the site creator. Normally 
never re-assigned.  

 
Editors and Managers are often internal people, Reviewers and Approvers are often external 
people. However, nothing enforces this. You can invite both internal as external people to any 
of the roles.  
 
Remark that roles are dependent on where you are in the folder structure. Being the manager 
of 1 folder does not make you the manager of another.  
Roles are also hierarchical. When a person is Manager of a folder, this person is also Manager 
of a subfolder.  
There can be multiple people assigned to the same role (each can do the actions) and a person 
can also have multiple roles, even on the same folders or documents (then the person can do 
any of the actions of each of the roles) 
 
 

Online Help  
Many functions (especially the advanced ones) have on-line help explaining the details of the 
function. Click on the info icon to open a flap-out section with on-line help. You can maximize 
the section or close it again with its top-right buttons.  
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4. Walk-through of an approval project 

After creating your Esko Cloud Account and Share & Approve site in one go, you get  
- A root folder with nothing in it 
- A My Network with a single user (yourself) and a set of predefined groups 

 
This walk-through is intended to be done from a desktop internet browser such as Google 
Chrome on Windows or Safari on Mac OSX.  
 

4.1 Create a folder and upload some files 

1. Make sure you are in ‘Documents’ (left-side menu).  

2. Click on the Create Folder Icon.  
3. A page appears asking for a folder name. After clicking on Create, you will get a 

confirmation page giving you options for what to do next. Such pages will appear for 
many actions.  

 
4. Click on ‘Navigate inside the folder’. 

 

5. Click on Upload Multiple Documents  
 

6. A page appears where you can make list of files to upload. You can either click on 
Select Files, which will open a file selector of your operating system, or drag and drop 
files from Windows Explorer or Mac OSX Finder into the drop zone marked with “Drop 
files here”. Make sure to upload at least 1 PDF file, preferably a single page file with 
good graphic content. (e.g. a packaging PDF file) 
 

7. Click on the Upload button. The system will start uploading your files.  
 

8. Once done, there will be “v” icons in front of your files.  

Click on the return icon to go back to your folder.  
 
 

Tips: 
- While uploading is busy, you can still add more files and click Upload again.  
- By default, the name of the uploaded document is equal to the name of your file, but 

you can change this prior to uploading by using the pencil icon.  
- Clicking on the waste bin icon will remove the file from your set to be uploaded but 

will not remove the file from your computer.  
- You can also directly drag and drop files on your documents area without first clicking 

on the Upload Multiple Documents icon. This gives you less options but it’s the fastest 
way to add files.  

 
After the upload completed, you will see a list as below. The icons in front of the names might 
initially be default icons (the PDF icon for a PDF document). After some time, the system will 
have calculated an icon and will display it.  
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Tip: You can switch between list view and grid view with the icons to the left of the search 
box. 
 
 

4.2 View your uploaded files 

The system has an advanced viewer for PDF files (and also some other types such as Adobe 
Illustrator and Photoshop and ArtiosCAD, see separate section on Viewer details). 
Click on the icon of a PDF file. A viewer will start up (certainly the first time this can take a 
moment).  
There is a separate guide for using the viewer.  
  

4.3 Invite additional internal users 

Up until now, these documents are now only visible to yourself and to (other) Administrators. 
You can now continue with inviting some internal users, so you can collaborate and explore 
internally.  
Click on My Network, then on Users. You will see a table with initially only yourself. If your 
account and site were created for you by an Esko employee, that person would also appear in 
the Users list.  
 
Click on Add User. This opens a form where you can first choose between internal and external 
users. We will first create an internal user.  
Type the e-mail address of one of your colleagues (or an alternative address for yourself). You 
will see the system checking whether it recognizes this e-mail address. If it does, it displays a 
green star as in below screen shot.  
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The green star means that the user is already known in the authentication system. This mostly 
means that the user already interacted with one of Esko’s hosted systems. The authentication 
system is called EskoID.  
 
In the more likely case, the user is new to the authentication system. In that case, no green 
star appears, and you can create the new user both in the authentication system and in your 
My network in one go. Fill in the form and click on Create.  
 
The user will get an e-mail explaining that you want to start sharing content with him or her. 
The e-mail explains 2 things: 

- How to complete the registration with EskoID. This mostly means that they can set 
their password.  

- How to navigate to your site 
 
We advise to go through these steps yourself at least once to get acquainted with the process. 
We have tried making the process straightforward, but we know that self-registration can lead 
to confusion and frustration. When your customer calls you, it’s good to know which steps are 
expected from them.  
 
 

4.4 Share your folder(s) with your internal users 

4.4.1 Sharing concept 
Newly created people can’t see or do anything in your site without first sharing content with 
them.  
 
When sharing, you decide  

- What to share: You can share folders and documents. When sharing a folder, you also 
share all documents and subfolders (and their folders and subfolders).  

- With whom to share: You can share with anybody in ‘My Network’. You can share 
with individual users or with groups. When sharing with a group, anybody in the group 
will be able to execute the actions you allow.   

- What these people can do on the place you shared: This is managed with a role 
system. When sharing, you assign a role to the people or groups you share with. These 
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roles are assigned permissions. Currently the permissions per role are system-defined. 
In the future, we foresee creating custom roles with custom permissions.  

4.4.2 Sharing steps 

1. Navigate to a folder you created and click on the Sharing icon  which appears 
top-right of the screen and click on ‘Invite Users’. Alternatively, click on the sharing 
icon of the folder (or document) in an overview page.  

2. A pop-up appears as in below screen shot: 
 

 
3. Click in the ‘Name or E-Mail Address’ field, a widget will appear allowing to select 

users or groups. From the users list, select the user you created in a previous step.  
4. Select in the Role dropdown the role Reviewer 
5. Type a message for the person you are inviting 
6. Click Invite 
7. You get a message Shared Successfully 
8. Click OK 
9. The person is now invited to this folder.  

 
 
Tips: 

- You can share the entire site by sharing the root folder. Navigate to the root folder 
and click on the Share icon and follow the same steps as explained above.  

- You can do the steps to invite a new user and share with this user in one go by clicking 
on Create and Invite New User in the invitation form. 
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4.4.3 Sharing notification 
When sharing a folder or document, the person with who you share will get an e-mail 
notification. This will look like below: (what comes after “noreply” is dependent on the region 
in which you work, mostly it will be noreply@eu.esko.cloud or noreply@us.esko.cloud).  
 

 
 
Clicking the View Folder button will bring the receiver into the shared folder. This person will 
first have to login.  
 

mailto:noreply@eu.esko.cloud
mailto:noreply@us.esko.cloud
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4.4.4 Check who can see your folder and document(s) 
You can check who can see your folder by clicking on the Share icon again and select ‘Manage 
Permissions’. Alternatively, you can click on the icons of the ‘Shared with’ column of a row in 
the folder/documents overview. In both cases following screen opens: 
 

 
 
You will often see more people or groups than you expect. This is because people can have 
been given access on a higher level (indicated with the word ‘inherited’). Also the 
Administrators group always has access.  
 

4.5 Create a Partner Network 

In case you want to use your Share & Approve site outside your company, it is advised to 
create a partner network. A partner network is a way to manage your customers, suppliers 
and other business partners, including managing which of their people can access your site.  
 
Click on My Network and click on Add, Add Partner Network 

 
 
You will be asked to select which partner types you want to use (you can still change that 
later). Select only Customers and click on Create.  

4.6 Create a Partner 

1. Navigate to My Network/Partners and click on Add Partner.  
2. Fill out the form and click Create.  
3. From the confirmation form, click on Go to Partner list 
4. You will see the just created partner 

4.7 Create an External User 

From now on, you can create users for this partner.  
1. Navigate to My Network/Users and click on Add User 
2. From the type, select External 
3. Fill out the form as explained earlier  
4. Select the created partner from the partner list 

 
You can now share your folders with this external user.  
 
Such external users will get a more limited view than the internal users. The differences are: 
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- They will get no ‘My Network’ menu item. 
- Instead they get a ‘My Contact’ item showing the name of their partner manager 

(typically the person who created the partner) if a partner manager was assigned 
during partner creation.  

- In case they can invite people, they will only see people from their own company and 
their partner manager.  

 
Tip: 
You can also add external users directly by clicking on ‘Create and Invite New User‘ in ‘Invite 
New User’.  
 

4.8 Manage access and sharing through groups 

Generally, it is interesting to share your folders with groups instead of with individual people. 
People come and go, change jobs etc. Groups can be kept more stable and their name can 
better represent why people are invited.  
 
The system makes a few groups ‘by default’. You can see these in My Network/Groups.  
 
You can create your own groups.   

1. Click on Add Group.  
2. Fill out the form and click Create.  
3. Click on Add Members to Group 
4. Select people and click on Add 
5. A message says “Members were added successfully” 
6. Close the dialog. (Cancel or the x top right) 

 
Tip:  

- When giving the group an e-mail address, e-mail notifications will only be sent to that 
group address and no longer to the individual users. This is only valid when the group 
is invited, not when group members are individually invited to a folder or document.  

 
Now you can invite the group to folders in the same way as you invited users. When 
adding/removing people to groups, this will automatically adapt the member’s access.  
 

4.9 Request Approval 

In a folder with at least 1 PDF file, click on Setup Approval in the status column.  
This opens a dialog as below: 
 



Share & Approve 

15 

 
 
Select a user or group for the Approver Role (for this time we will only use this simplest case), 
set a due date and click on Start Approval Cycle.  
 
You will get a confirmation message that the approval cycle is started, and the approval status 
column will show “Pending”.  
 
The invited people will get an e-mail invitation with a link to the current document. The system 
will automatically also grant these people access with the Approver role so they can view and 
annotate the document.  
 

4.10 Approve a document 

There are 3 ways to find documents to approve: 
- You received an e-mail 
- You navigate to the document via Documents and the document details tell you that 

you need to approve 
- You use My Approvals from the main Menu 

 
Through any of these ways you get to a user interface from where you can approve. This will 
be different between viewable documents (PDF, Adobe Illustrator and Photoshop) and non-
viewable documents (all the rest).  
 
For viewable documents, you will typically open the viewer. The viewer has an Approval 
widget showing you the approval status, and it has Approve and Reject buttons at the top.  
 
For non-viewable documents, a page is opened showing at best a thumbnail and the approval 
status. You also get buttons to approve or reject.  
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4.10.1 My Approvals and My Done Approvals 
Navigate via the left menu to Approvals. You will see a page with following sections: 

- My Approvals: Shows the documents you must approve. The list also contains 
documents which need to be approved by a group member of a group you are in. 

- My Done Approvals: Shows approval operations you have done recently  
 
You can directly approve from this page by using the checkboxes and then click on one of the 
approval buttons which appear when having at least one document selected.  
 

 
 
Once you have approved or rejected, the document will disappear from your My Approvals 
list and appear in your My Done Approvals list.  
Remark that this list has 2 status columns: 

- An overall status 
- Your status 

Your status will always be (force) approved (with or without a condition) or (force) rejected.  
The overall status will be pending if more people still need to approve, or a final status 
depending on your and other people’s decisions.  

4.10.2 Approve or reject from the viewer 
When you open a file in the viewer, the system automatically detects whether you have to 
approve this file or not. If you need to approve, you will see an approve and reject button. 
Approval Masters and Managers will also see a Force Approve and Force Reject button.  
 

 
 
When clicking on Approve, you can add an optional Approval Condition. Use this with care as 
it can be confusing to approve and still give a comment. Don’t use this to just add a comment 
like ‘good to go’.  
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When Rejecting, you can also leave a comment. It is good practice to add the precise reason 
for the rejection here.  

4.10.3 Approvals to Follow Up 
When you are the approval master of any document under approval or already approved or 
rejected, you will get an additional table in the Approvals page, called ‘Approvals to Follow 
Up’. Other users don’t get this information (keeping their user interface clean).  
This is a very handy tool to see who already has approved or why an approval doesn’t move.  
 

4.11 Calculating the final approval status 

At the end of each stage, the stage status is calculated with following rules: 
- Stage is approved if all approvers have approved without condition 
- Stage is approved with condition if all approvers have approved (with or without 

condition) and at least one has approved with condition.  
- Stage is force approved as soon as 1 approver (with force approve rights) has force 

approved 
- Stage is force rejected as soon as 1 approver (with force reject rights) has force 

rejected 
 
The final approval status is calculated at the end of all stages (if you get there, because 
typically the approval cycle will end if a stage gets rejected).  
The final status is calculated from the stage statuses: 
- The document is approved without condition if all stages are approved without 

condition (unless the feature ‘continue anyway’ is used).  
- The document is approved with condition if all stages are approved and at least one 

is approved with a condition (not necessarily the last one).  
- The document is rejected if a stage is rejected and it does not have the setting 

‘continue anyway’.  
 

4.12 Uploading a new version  

4.12.1 What are versions 
Versions are a way to maintain different historic/subsequent versions of a file in one single 
Share and Approve document. This way, older versions are not lost (e.g. they can still be used 
to compare in the viewer) but they are no longer visible in overview listings (e.g. folder 
contents or search results), this way avoiding that people get confused by historic information 
that is no longer actual.  
 
Versions are one of the fundamental features that make an approval system produce its 
tremendous value.  
 
Versions in Share & Approve are similar to versions in Esko WebCenter or Esko MediaBeacon 
or cycles in Blue Essentials or versions in many other asset management systems. 
 
When you upload a new version, following information is inherited from the previous version: 

- Document name 
- Access rights 
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- Approval state can be inherited or reset (or more complex logic can be applied) 
 
Once you uploaded a new version, you cannot remove it anymore.  
 
Folders are not versioned.  
 

4.12.2 How to upload a new version  
There are 2 ways of uploading a new version to a file: 

- Using upload: uploading a file with the same name as an already existing file on the 
same folder 

- Using the specific upload new version function found in Actions.   
 

4.12.3 Using the (multi-)upload function: 
When using drag-and-drop or when using the multi-upload page, the system will check for 
each file whether it exists already or not. When not, the file will create a new document with 
version 1 (this version number is not shown). When the file already exists, it depends on the 
upload method what happens: 

- When uploading via the drag-and-drop zone, a new version will be created. The 
version number will be increased (1 at a time).  

- When uploading with the multi-upload page, there is a checkbox ‘New version will 
be uploaded if file already exists’ . When checked, a new version will be created, 
when not checked, the upload (for that file only) will fail.  

4.12.3.1 Using the specific upload new version function 
In the document overview and in the document details page, an action appears ‘Upload new 
Version’ with following icon:  
 
Clicking it opens a file browser where you can select a file. This file will be uploaded as a new 
version of the current document. A version tag will be shown aside from the name as in 
following picture:  
 

 
 
The system will only accept files with the same extension as the current document. This is to 
avoid confusion  
Remarks:   

• This means you cannot upload a JPEG over a JPG or a PDFA over a PDF.  
• The original name of the document is not changed, despite uploading a file with a 

different name.  

4.12.4 Versions and approval 
Approval is done per version. So, when a document version is approved, and you upload a 
new version, this version will no longer be approved. You will have to start a new approval 
cycle.  
When uploading a new version while the approval cycle is still running, the behavior is 
dependent on the settings of the already running approval cycle.  
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5. Sharing links 

We have already explained how to share folders and documents with other people and how 
to invite them to approve documents. We have up until now always worked with people who 
have an EskoID (or who get one through the described operation).  
 
You can however also share information with non-registered people and even ask them to 
approve. For this, you use the ‘Share a Link’ function.  
 
Share a Link will only ask for an e-mail address and then send an e-mail with a cryptographic 
link to this person. The person can then click the link, and he/she will see a page with a limited 
navigation (without first being asked to login).  

- In case a document was shared, only this document can be seen, either in the viewer 
or in the document details page 

- In case multiple documents were shared shortly after each other, and the e-mail 
bundling feature is switched on, users can get a single link to multiple documents. 
This is a much-appreciated feature as it naturally keeps files together which belong 
together (e.g. multiple related SKU’s).  

- In case a folder was shared, the folder’s content can be seen, but you cannot navigate 
away from the folder.  

- The rest of the Share & Approve user interface is removed (no Recent, My Network, 
Approvals menu items exist).  

 
The links can be forwarded (since it’s only an e-mail) but the system will still think the actual 
viewing and approving is done by the person (or organization) behind the original e-mail (since 
it has no way to see the difference).  
 

6. Forwarding Approvals 

Forward Approval is the function where an approver can ask another person to approve 
instead of himself, or in addition to himself. The typical use case for forward approval is an 
approval by a 3rd party where the uploader only knows an intermediate person and not the 
final approver(s). One example is the case where a printer needs approval from a product 
company or local shop, but the printing order is coming from an intermediate company, e.g. 
a service provider or wholesaler. 
 

6.1 Forward Approval System Setting 

To avoid too much initial complexity and for security reasons, Forward Approval is disabled by 
default. Enable forward approval on your system through: 
 

1. Setup/Approval Preferences 
2. Select another option than 'Don't Allow'. 
3. Check 'Make your choice as default' 
4. Save 

When now starting new approval cycles, the approvers will be able to forward their approvals. 
Anywhere there is an approval button, there will be an additional 'Forward' button. Clicking 
this, they can enter an e-mail address or select a registered user from the dropdown. 
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The online help on Forward Approval explains some more details. 

6.2 Forward Approval in Setup Approval 

Once the system setting allows forward approval, it can be switched on and off on the 
approval cycle level. An additional dropdown will appear in the Setup Approval dialog, 
defaulting to the chosen system setting. This default is also used when starting approvals 
without passing through a user interface (e.g. automated via Esko Automation Engine).  
 

6.3 Forward your approval 

When the cycle allows it, each approver will get an additional button in the menu to forward 
her approval. (the middle button below is the example in the viewer) 

   
 
When clicking it, a new dialog appears: 
 

 
Users is the list of users to who to forward (usually only one). If allowed by the previous 
decisions, you can send both to registered users or create a share a link here ‘on the fly’ (this 
will mostly be the choice). 
 
When forwarding the approval, the current approver must decide whether she still wants to 
approve the document herself. For this, the dialog shown after clicking Forward Approval gives 
2 options: 
 

• Request Approval and take me out as an approver: The approval cycle will be 
adapted such that the original approver ('me' in this case) is replaced by the new 
approver in the current stage. In the simplest case where there is only 1 approver, it 
means that the decision by the new approver is final. 
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• Request Approval but keep me as an approver: In this case, the new approver will be 
added to the cycle in parallel with the current approver. Both will still have to approve 
and this can happen in any sequence (even though typically the original approver will 
wait until the forwarded approver has decided. 

Approval forwarding has also its own notification: the forwarded person gets a notification 
when the forward is happening.  The original approver gets a notification when the forwarded 
approver has taken his decision.  
These e-mail notifications can also be customized.  

7. Generate an annotation and approval report 

You may want to download an annotation and approval report for your or your customer’s 
archive. This function can be executed by anybody having read access to the document. 
 
There are following ways of creating an annotation and approval report: 

• From within the viewer, click on the button top right  

 
• From the document details page, click on More Actions… Download Report 
• From the document overview pages, select one or multiple documents, and from the 

More… Button, select Download Report.  
 
This will first show a dialog where following choices can be made: 

- Language of the report.  
- Report type: 

o Annotation: shows a page with annotations displayed on the image followed 
by a table showing the content of the annotation 

o Approval: shows a page with the approval cycle 
o Annotation and Approval: shows both on subsequent pages 

- Version: 
o Last: only reports on the current version of the document 
o All: creates pages for each version. The first pages are about the last version, 

followed by previous until version 1.  
o Range: here you can type 2 versions. Most typical use case is probably latest 

2 versions (e.g. 3 to 4 if current version is version 4).  
Click on Download report. This will then download 1 or multiple reports (as many as selected 
files) to your local file system.  
 
Each report has following sections: 

- Summary section with name and folder, version, approval status, creation and 
modification date 

- Approval history 
- Annotations: for each page a thumbnail and the list of annotations 
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Setup/General site settings allows to set some report (default) options.  

8. Customizing your Share & Approve site 

When you are an Administrator (a member of the Administrators group), you can customize 
the look of your Share & Approve site.  
The look can be different for each site you created. (most will only have 1 site, but if you want 
to customize your site to a specific customer, that is possible by creating a new site and 
customizing only that site).  
 
Steps: 

- Click on Setup in the main menu 
- Click on Site Customization.  
- A page opens allowing you to choose a color theme, make specific changes to the 

color scheme and change the site logo 
- Make your changes, you will see the preview in the page update 
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- Click on Save to store your changes. Only at that moment you will see the effects on 
your site. (if that does not work, try reloading your page).  

The page has extensive on-line help with some good tips and tricks.  
 

9. User Preferences 

Your users can make a couple of decisions themselves. In the top right corner, they can click 
on their name.  

- Manage Profile currently allows them to upload a picture to replace their initials in 
the avatars used in the user cards and some other places. The same picture also 
appears top right aside from their name.  

- Settings allows to change the language of the user interface and optionally e-mails 
and the time zone used in e-mail communication (e.g. due dates of approvals). Time 
display in the browser is derived from the browser’s time zone. Users can also decide 
which e-mails they want to receive. 

10. Customizing the look and content of your E-mails 

Esko Share & Approve has a simple yet powerful way of customizing the e-mails that are sent 
to the users (internal or external). All configuration starts from Setup/E-mail Notifications.  
You take separate decisions about: 

- Whether to have e-mails in local languages or only in English 
- The content of the e-mails (which information appears, color schemes, thumbnails) 
- Who the e-mails are sent to.  
- When the e-mails are sent (immediately or bundled per time period) 

 

10.1 Switch on e-mail localization 

A first decision you take is whether to have your e-mails all sent in English, or localized to the 
language of your users. Move the ‘Switch Localization’ slider to the right to have e-mails sent 
in the language preference of the users.  

10.2 Customizing the look and content of e-mails 

For the customization of the content of the e-mails, click on ‘Go to E-mail Customization 
Settings’. A page opens allowing to set options, get a preview, send a test e-mail.  
 
Make sure to read the on-line help of the page. It contains very valuable information, tips and 
tricks and troubleshooting information.  
 

10.3 Customizing the default notification scheme 

Esko Share & Approve allows a fine-grained control of who will get which e-mail when certain 
events occur. This is done with a notification scheme. You will find a more elaborate 
explanation in the inline help (Setup/E-mail notifications/Go to E-mail notification scheme).  
To start, we will only create a default notification scheme. This is only needed when you don’t 
like which e-mails we send by default.  
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Steps: 

- In Setup/E-mail notifications, click on Go to E-mail notification scheme 
- Click ‘Create Notification Scheme’, a dialog appears. Enter a name like “Standard”.  
- Keep the default language on English or set it to a preferred language for your 

company. This setting will only have effect for e-mails sent to not-registered users. 
Registered users get their e-mails in their preferred language as set by themselves in 
their preferences.  

- Go over the list of notifications and take decisions for each. You read this as ‘when an 
event of the type <the type>  happens an e-mail is sent to < all of the recipients>”.   

- When clicking in the white area or on the triangle of the type, you get a list of types 
(types already selected have a grey background). You can select additional types. You 
can remove types by clicking on the x 

- When clicking in the white area or on the triangle of the recipients, you get a list of 
recipients to choose from.  

- Now edit this scheme to get e.g. the following scheme (this is more or less the 
minimum number of e-mails you should send out). Tip: you can get there by only 
removing items by clicking on the x. However, practice to understand how this works 
by removing more and adding it again.   
 

 
 

- Save the scheme by clicking on the Create button.  
- The scheme will now appear as a second scheme in the list of schemes for your site.  
- Now set the just made scheme to default via the dropdown in the Status column.  
- This scheme will now be applied everywhere unless people locally overrule it with 

their own settings. (only Editors and up can do this).  
- If you don’t want to show the System Default Scheme to the end users anymore, set 

it to In-Active 
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- Tip: when only 1 active scheme exists, the notification selector will be removed from 
the Simple Approval Setup dialog, making it simpler. 

 

10.4 Decide when e-mails are sent: e-mail bundling 

E-mail bundling collects e-mails during a time period (e.g. 1 hour), then constructs an e-mail 
with the information from the events during that time frame and sends that to the recipient(s).  
 
E-mail bundling is by default off. This means that for every event for which the notification 
scheme determines that a certain person needs to get an e-mail, that e-mail is sent 
immediately.  
 
Switch bundling on by choosing ‘E-mails can be bundled …’ in the dropdown. This will open a 
dialog asking for bundling frequency and criteria. This dialog has on-line help, giving you more 
detailed information on the precise working.  
 
Bundling happens per e-mail recipient. E-mails for 1 person are obviously never bundled with 
e-mails for another person. But also the timer works per person, and starts with the first e-
mail that needs to be sent to that user. The system will then collect during the set period all 
e-mails for the same criteria and send this as 1 e-mail when the period expires.  
 
Bundling criteria are bit harder to understand, until you think of the consequences of bundling. 
Would you expect an e-mail requesting to approve a file and an e-mail notifying you that 
another approval cycle is stopped to appear in 1 single e-mail?  And how would that e-mail 
then look (which subject etc).  Therefore, Share & Approve offers capabilities which avoid that 
e-mails which don’t belong together get bundled.  

- It will never bundle e-mails for different event types. This also ensures that the look 
customization is still straightforward.  

- Languages are never combined (this only matters when users change their language 
during the time period or when shared link users get e-mails from different setups 
where a different language was chosen for them). This makes sure that no e-mails 
with mixed languages need to be constructed 

- E-mails from different Share & Approve sites are never combined 
The dialog allows creating more restrictions. If you e.g. check ‘Folder’, then e-mails for 
documents in different folders will not be combined. When folders reflect e.g. a business 
project, this can be used to bundle e-mails per project.  
The more criteria you check, the more e-mails will be sent. It will however mostly not matter 
too much as e-mails during a time frame tend to be for the same reasons.  However these 
criteria avoid that info for 1 business action gets ‘lost’ in a lengthy e-mail for another project.  
 
The function works well together with Automation Engine. Automation Engine will often start 
a set of approval cycles for multiple files (multiple SKUs/variations,…). These will be started 
shortly after one another, so typically within the bundling period. The approver will only get 1 
e-mail.  
 
How does the e-mail look? 
We take advantage of the bundling criteria. All e-mails in the same bundle are guaranteed to 
have the same value of each of the bundling criteria. So we create an e-mail where these parts 
are mentioned first (without repeating for each file), then show a table with all files with the 
rest of the information, which is then typically different per file.  
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11. Connecting from Esko Automation Engine 

Esko Automation Engine has a set of tasks to interact with Share & Approve.  
Learn about them in the Automation Engine Complete Manual (the chapter ‘Integrating with 
Share & Approve ‘). 
 
Your Automation Engine must be at least version 18.1.1. We recommend version 20.x.  
 
Multiple Automation Engines can connect to the same Share & Approve site. Connecting an 
Automation Engine is a payable subscription option. You can however connect an Automation 
Engine to a Share & Approve site during the trial period. Don’t forget selecting/mentioning 
that you need an Automation Engine connection when purchasing, otherwise your connection 
will stop working at the end of the trial period. 
 
To set up the connection, execute following steps as an Administrator of the Esko Cloud 
Account: 

1. In Esko Cloud Share & Approve, go to Setup/Automation Engine. This shows the 
below dialog. In case you have multiple sites, choose the site to which your 
Automation Engine will connect. (You can later add other sites but that is additional 
work).  

 
 
2. Click Start Setup. This will confirm that your Automation Engine Setup is successful. 

From now on, the Setup/Automation Engine page only shows  

 
3. Go to My Network, click on Equipment, then on Add Equipment. 
4. In Equipment Type, select Automation Engine. Enter an equipment Name.  

This is the name of the location of this AE server that all users will get to see, including 
Automation Engine users. The name of an equipment is limited to 7 characters! That 
is because this name is also used as a prefix when using Automation Engine to 
automatically create Jobs and Customers. You cannot change this name later, so think 
wisely before.  
We advise to not use the name of the computer on which the Automation Engine is 
running. A name like AeServer01 or vm-production-0012 is meaningless to AE users in 
other locations. Instead, we advise to use a name that refers to the location of that 
AE server, in a way like IATA codes are used for airports. 
Avoid special characters in the name like /, space,*,?,# and similar.  
Feel free to add a location, code and description. These fields are not mandatory and 
currently just remembered without offering any specific function.  

5. Click Create. A cryptographic token will be generated which you will need to install in 
your Automation Engine. To gain access to Esko Cloud in an automated way, a token 
is needed to identify the connecting computer. The bearer of the token receives 
access. Once identified through that token, you get the permissions that correspond 
to the supplied token. 

https://www.esko.com/en/Support/Product?id=Automation%20Engine
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6. Click Copy to Clipboard. This will copy the token and important additional information 
to your clipboard. It is a good idea to paste it immediately in a text editor and save 
this to a secured location. Keep it however also in your clipboard.  
Attention: Do not manually copy only the token. This character set will not be enough 
for your automatic Automation Engine configuration.  

7. On Automation Engine, in the Pilot, open the Configure tool and select Esko Cloud. 
Following dialog opens:  
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8. Click on Sign In. Following dialog appears: 

 
 

9. Paste your clipboard in the field Token Details and click Continue.  
10. When successful, this will display a dialog similar to the below: 

 
Should this not work, you can troubleshoot the connection by following the instructions in this 
KB article:  https://wiki.esko.com/pages/viewpage.action?pageId=275993501 . 
 

12. Using the Esko Cloud connector in Adobe Illustrator 

Esko distributes a free plug-in for Adobe Illustrator to upload files to Esko Share & Approve. 
Please find its documentation in Esko’s documentation web site: 
 https://www.esko.com/en/support/documentation 

https://wiki.esko.com/pages/viewpage.action?pageId=275993501
https://www.esko.com/en/support/documentation
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13. Licensing explained 

Esko Share & Approve comes with a free of charge 30-days trial period. After this period, you 
must subscribe to continue using the service.  
The subscription contains: 

- A yearly fee for using your site and optionally a fee for additional sites 
- A fee per tier of stored GBytes of data 
- A yearly fee for using a tier of allowed transactions to execute 
- Optionally a fee for one or more connected Automation Engines 

 
To obtain access, users (both internal as external) don’t need a yearly subscription. This means 
that it is inexpensive to invite many users to your system.  
 
Instead, we have a per-usage charge on a very small number of ‘transactions’. Charged 
transactions are: 

- Uploads 
- Approval operations 

 
Example:  

- A PDF file is uploaded. You invite 3 users to view the PDF file but you don’t ask for 
approval (people can still annotated the file).  1 transaction is charged (the upload).  

- The same file is now sent for approval to 2 more users. 1 approves and 1 rejects  2 
transactions are charged (2 approval actions).  

- A new version is uploaded  1 transaction 
- This version is sent for approval for the person who rejected and that person now 

approves  1 transaction 
 
Share & Approve bundles come with a number of transactions per year. You can monitor in 
Setup/Transactions how many transactions you have consumed. When consuming more 
transactions than you purchased, you will automatically get an overuse bill at the end of the 
subscription year at the same unit price as the transaction tier you have subscribed to 
(subscription years start on the day of your purchase and renew each time 1 year later on the 
same calendar day).  

14. Supported environments 

Share & Approve will typically be used from modern web browsers on desktop computers or 
mobile devices. Following is an overview of what we test and support. Other environments 
(e.g. older browsers) might work but we give no guarantees. Mostly the look will deteriorate, 
and, in some circumstances, functionality will not work.  
 

14.1 Operating systems and browsers 

Desktop:  
• Windows 7 or higher with  

o Google Chrome of the latest year 
o Mozilla Firefox of the latest year 
o Microsoft Edge of the latest year 

• Mac OSX (released in recent 3 years) 
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o Safari of the latest year 
o Mozilla Firefox of the latest year 

 
Mobile: 

• Apple iPhone and iPad sold in the recent 3 years 
• Android devices sold in the recent 3 years 

 
Other environments may work but are not officially supported.  
Microsoft Internet Explorer is no longer supported. A warning message is shown to users using 
Internet Explorer.  
 

14.2 Mobile devices and responsive behavior 

As the screen gets smaller, the Share & Approve application will try creating an optimal 
experience. Following are operations we do to improve the experience.  

• The left-side menu is collapsed to a set of icons and on phones further collapsed into 
a hamburger dropdown at the top of the screen 

• Tables will have a reduced number of columns and a + appears to see the additional 
information for an item.  

• The viewer uses an optimized Mobile viewer with reduced functionality. Specifically, 
functionality which demands a classic mouse (like drawing an ellipse or rectangle 
annotation) is taken out. You can still draw freehand annotations.  

 

15. Further tips 

15.1 Session Expired  

A session is the period through which you can continue working with the system without 
logging in again. For security reasons, sessions don’t last forever (typical session time out time 
is 30 minutes). While working with Share & Approve continuously, you will not get a session 
time-out  
When you have not worked with Share & Approve for this time, you will get a message that 
your session is expired. It asks you whether you want to reload. 
 

 
 
Answering Yes can lead to two possibilities. You can either 

- continue without providing your password 
- re-enter your password. 

 



Share & Approve 

31 

Which one of the 2 depends on whether you were also logged off from EskoID. You can stay 
longer on EskoID than on Share & Approve if you interact with EskoID with other tools. Also 
EskoID has a longer time-out period than Share & Approve.  
 
When reloading, we do an effort bringing you back to the place where you were before the 
reload. In some circumstances, you will have lost some information you were typing in a form 
and did not submit yet.  
 
Less frequently, you can get a session expired because a cloud service was restarted. The 
behavior will be the same as described above.  

15.2 Recent 

The item ‘Recent’ shows for each user his/her recent documents.  
The recent document list has up to 20 documents which were used by the current user in any 
of following operations: 

- Viewed in the 2D/3D viewer or in the document details page 
- Approval operations 
- Uploaded (however when a large set is uploaded, these documents are not added to 

recent to avoid that all other documents disappear) 
- Shared the document 

Recent documents are maintained per device. So your recent list on your desktop computer 
is different from your recent list on your mobile device.  
 

15.3 Trial Limitations 

When the Share & Approve site (or Esko Cloud Account) is in TRIAL status, you will have 
following limitations: 

- Maximum 5Gbyte of storage. When going over 5Gbyte, you will no longer be able to 
upload new files. You can check current storage usage in Setup/Storage. The same 
place also shows your account status.  

- Maximum 1 Administrator.  
- Cannot add people to certain management groups 

 
These limitations exist to avoid unfair usage of the trial site.  
 
When your trial is expired (30 days after creation of the trial), you will not be able to create 
users or upload new files. You must see your site as ‘frozen’ until it is either upgraded to a 
subscribed site (you will recover your data and your network and can progress with 
production) or deleted (90 days after expiration).  
 

16. Using the Viewer 

16.1 Where to find viewer documentation 

Please refer to the separate documentation which can be reached by clicking on the ? icon 
top right of the viewer. There click on ‘need more help’. This opens the Viewer’s help.  
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16.2 Setting up viewer workspaces 

The viewer comes out of the box with many tools, which each serve general or more 
specialized audiences. When you know that your audience doesn’t need certain tools, you can 
remove them from the viewer’s user interface, depending on the role of the user.  
 
In Setup/Viewer Preferences, you find the main entry point to this configuration. It has its own 
inline help. You can also find info in the What’s new in 20.03 chapter.  
 

16.3 How to use 3D 

Share & Approve has very powerful 3D features. These surpass what most people naturally 
discover or even expect. We maintain a separate guide ‘Share & Approve 3D functionality’ 
which you can find on  
https://www.esko.com/en/support/product?id=Share%20and%20Approve  

17. Language Support 

Following languages are supported for the Share & Approve application:  
- English 
- German 
- Dutch  
- French 
- Italian 
- Brazilian Portuguese  
- Japanese 

 
The language settings are used for both 

- the user interface  
- the e-mails (when switched on in Setup/E-mail Notifications). 

 

18. What’s new in the 21.03 release? 

18.1 What happens immediately with the upgrade? 

- Some smaller visual differences which have no influence on the functionality. Most 
noticeable is the fixing of the top area with breadcrumb, drop file zone, filters and 
action buttons when you scroll down. Previously this area scrolled away, now it 
remains visible. 

- For Internal users, a recycle bin appears as an additional menu item.  

18.2 New language support: Japanese 

You can now also use Share & Approve in Japanese. Change language via My Preferences/User 
Language.  

https://www.esko.com/en/support/product?id=Share%20and%20Approve
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18.3 Recycle Bin 

Documents which were deleted in the latest 30 days can be recovered. This works on single 
documents and on folders with all its content and subfolders.   
Internal users see an additional menu item ‘Recycle Bin’. Clicking on it shows a list of 
documents and folders deleted in the most recent 30 days. When a folder got deleted, both 
the folder and its contents will be visible.  
You recover the document or folder by clicking on the arrow in the Actions column or you can 
select multiple items and click on Restore from the button row above the table.  
 
When recovering a folder, you only need to recover the folder itself, the restoration will 
automatically restore all documents in that folder if they were deleted at the same time 
(documents deleted earlier will not be restored).  
 
Permissions:  

• Only documents and folders you have view rights on are shown.  
• To recover a document, you must have creation rights on the parent folder to which 

the document(s) or folder(s) will be restored.  
 
 Known limitations: 

- You cannot restore a folder or document if its parent is meanwhile also deleted or 
renamed. First bring back the parent to the original status (possibly also using the 
restore function).  

- You cannot restore a folder to a different parent than the parent at deletion time.  

18.4 Automatically start approval at upload 

You can now automatically start the approval cycle on file upload and upload new version.  
You first need to enable this in Setup/Approval Preferences/Auto Start Approval Settings 

 

 
 
 
Furthermore, you need folder approval setups (otherwise the approval would not know who 
needs to approve). Create/edit a folder approval setup, and additionally check the checkbox 
‘Start Cycle on Upload’ (in the advanced folder approval setup).  
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Documents uploaded thereafter in this folder or subfolders with no own folder approval 
setup will automatically start an approval cycle. Also new version uploads will (re)start the 
approval cycle.  
Remark that the ‘Start Cycle on Upload’ checkbox only appears when the site setting is set to 
Auto start approval after file upload.  
 
Auto start approval after file upload also works together with Automation Engine and the 
Adobe Illustrator plug-in. When a new version is uploaded from Automation Engine or from 
Adobe Illustrator on a document for which already an approval cycle runs, the approval cycle 
will be restarted automatically. This is especially interesting for Adobe Illustrator as there is 
no other way to start the approval cycle from Adobe Illustrator. For Automation Engine, the 
feature is only side-wise interesting as Automation Engine has a workflow task to start the 
approval cycle.  
 
 
When selecting Ask to set approval cycle on file upload, the user will be guided to the setup 
approval immediately after starting an upload. This works both for 

- Upload via the Multi-upload page 
- Drag-and-drop upload 
- Upload new version 

 
 
‘Ask to set approval cycle on file upload’ does not work with Automation Engine or Adobe 
Illustrator.   
 

18.5 Viewer Improvements 

18.5.1  Color Management Widget 
A new viewer widget allows selecting the target profile to simulate the color of the artwork 
on the actual press.  
 
The color management widget is hidden by default for all users. To start using color 
management, go to Setup/Viewer Preferences. This opens the Viewer workspaces. There 
check the Color Management checkbox, but only do this for the roles which you want to give 
access to changing the color profile. This would typically be Editor, Manager and Site 
Administrator. Don’t forget Saving. 
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Once enabled, the viewer will have an additional widget ‘Color Management’.  
  

 
 
Using the widget: 
- When enabling color management, the profile defaults to the output intent of the PDF 

file (if there is any embedded). If no embedded profile is found, a standard profile is 
shown and used.  

- The list of profiles is an embedded set extended with any profile found on the site. You 
can upload profiles to the site by uploading any *.icc file to any folder. Only *.icc profiles 
visible to the current user can be used. We suggest creating a folder ‘ICC profiles’ and 
share it with the Users group as Reviewer only and create a separate group of people 
with Editor rights.  

- A person with at least Editor role can Save the settings (or removing them again).  
Subsequent views of the same file will then immediately use these settings, this way 
allowing reviewers/approvers to immediately see the file with the correct profile.This is 
also happening when the other user does not have the color management widget 
enabled. So they see the image with the correct color with no ability to do further 
changes.  

 
 
Limitations: 
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- Currently not yet integrated with the Esko Color service, that is a next step. This will 
allow uploading profiles via color engine pilot.  

- Screen profile is currently always assumed to be sRGB. Support for other profiles (e.g. 
wide gamut RGBs) will come later. 

18.5.2 Quality control widget in the viewer 
A new viewer widget allows judging the quality of the artwork versus printing limitations.  A 
false color overlay is shown (in red) on the areas where printing problems are to be 
expected.  
o Choose between  

 Object screening: shows different screens in different random colors. This does 
not necessarily reflect a printing quality issue if it was intended.  

 Total Area Coverage: shows an overlay where your area coverage is larger than 
the set %. Smaller areas won’t create printing problems, but larger areas might. 
Also check whether barcodes don’t appear (not expected to be printed in 
multiple colors).  

 
 Breakout: shows areas below a breakout % (typical for flexography) 
 Moiré detection: shows likelihood of moiré caused by infringing the angle and 

ruling rules or using different dot shapes (which possibly generate slightly 
different rulings).  
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18.6 Improvements to the Annotation and Approval Report 

In the annotation and approval report, it is now possible to filter the annotations on user 
and review status. E.g. Following will only show annotations Accepted by Ankush B.  

 
When checking Zoom-ins, cut-outs of the annotation area will be shown in an additional 
column.  

 
Further improvements: 

- Ability to fix orientation to portrait or landscape 
- Improved look 
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18.7 Reporting Improvements 

18.7.1 Approval Duration Report 
The Approval Duration report summarizes the time taken for approvals to be completed. The 
user can use this report to infer the approval cycle efficiency and make decisions on the 
approval management process. 
 
The report takes all the approval cycles finished with approval, approval with condition or 
forced approval. It then calculates 

- Average approval duration: the average time it took from the first start of the approval 
cycle until a final approval. (this can span multiple versions if there were intermediate 
rejections or approval stops followed by a version upload).  

- Average approval cycles: number of cycles it took on average to reach a final approval.  
- Average stage duration: for up to 5 stages, the duration is remembered and averaged. 

When a document passes multiple times a stage (e.g. after a rejection) these times 
are added. The name of the stage is irrelevant, we only look at the sequence number 
of the stage (so stage 1 captures all first stages, irrespective of whether they were 
unnamed, named Stage 1 or anything else).  

- Approval On-Time: counts how many documents were approved before their final due 
date (On Time) and how many were approved after their final due date (Late).  

 
Filters:  

- The version filter only shows you documents approved in the chosen version(s). e.g. 
setting versions to 1 shows statistics of documents which got approved with their 
version 1.  

- The approval status filter can be used to filter out e.g. forced approved documents. 
Remark that searching for Rejected will never return any document (as we only 

- The time range filters on the start time of the approval cycle.  
  
The function has online help with more details. 
 

18.8  Delete most recent version 

It is now possible to delete the most recent version of a document if and only if no approval 
cycle was started yet. In Document details, click on the History tab. This shows the history of 
the document with all versions uploaded.  
The last version will have a delete icon in the Actions column. Clicking it will delete this version.  
When this version already has an approval cycle in any status, no delete icon will appear in 
the Actions column.  
 
In theory, you can also delete the latest version of a document with only 1 version. This will 
leave you with an empty document (which still allows uploading a new version as version 1). 
In this case, it might be better to delete the full document.  
 

19. What was new in older releases 

What’s new for older releases can be found on 
 https://www.esko.com/en/support/product?id=Share%20and%20Approve 

https://www.esko.com/en/support/product?id=Share%20and%20Approve
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by selecting the older version from the version dropdown.  
 
 

20. Known issues, wishes and limitations 

20.1 Debatable behavior 

• Modified date on folder doesn’t change when uploading a new file inside it. It only 
changes when you do changes on the folder itself (e.g. rename it).  

 

20.2 E-mail clients 

• Old Outlook: Long messages are not formatted correctly when Outlook of version less 
than 2010 is used. Proper line breaks are not displayed in Microsoft Outlook 2010 or 
lower and shows limited number of characters instead of the complete message. 

• When forwarding shared links via some e-mail clients (notably mobile), the link can 
get broken. This is largely solved with the text-based e-mail link which comes under 
the button.  

20.3 Character limitations 

• You can't create a group which has "/" in the group name  
• Folder and document names have character restrictions in line with most operating 

systems. This avoids issues when downloading or integrating with other systems. 
 

20.4 Forward approval and redraw 

With forward approval, you can forward multiple times an approval and the system keeps 
track of that. However, the redraw approval functionality is limited in its capabilities to redraw 
multiple forwards in one go.  
 

20.5 User Experience tips 

• After clicking the link received in Email for a shared link you are a redirected to a folder 
or document. The URL of this folder/ document can't be used to bookmark. Accessing 
this URL directly will ask you to login. However, the link received in Email can be 
copied, bookmarked or forwarded (right-click on the view button and copy hyperlink). 

• Site Navigation: "Site you are looking was not found" or "You don't have permissions 
to view this site" error message on the documents page can be due to: 

o Spelling or capitalization mistakes in the URL. Please start from e-mail 
notifications and/or bookmark the site in your browser 

o People shared insufficient information with you or removed your permissions. 
Contact the person who shared documents or folders and ask to re-share or 
contact an administrator.  

o The site is deleted or expired. Please contact the administrator 
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• When you upload many documents, we wanted to avoid that your entire 'Recent 
Documents' list gets filled with only these documents, so when there are more than 5 
documents to be uploaded, a maximum of 5 will be put in your recent documents list.  
This function works rather unpredictable as the uploads happen for speed reasons in 
parallel and independent of each other. So, it is possible that you get more or less 
than 5 or none at all in your Recent Documents list. Which ones appearing will mostly 
be the first ones uploading but also that is not perfectly predictable. 


	Contents
	1. Audience for this documentation
	2. What is Share & Approve?
	3. Concepts
	4. Walk-through of an approval project
	4.1 Create a folder and upload some files
	4.2 View your uploaded files
	4.3 Invite additional internal users
	4.4 Share your folder(s) with your internal users
	4.4.1 Sharing concept
	4.4.2 Sharing steps
	4.4.3 Sharing notification
	4.4.4 Check who can see your folder and document(s)

	4.5 Create a Partner Network
	4.6 Create a Partner
	4.7 Create an External User
	4.8 Manage access and sharing through groups
	4.9 Request Approval
	4.10 Approve a document
	4.10.1 My Approvals and My Done Approvals
	4.10.2 Approve or reject from the viewer
	4.10.3 Approvals to Follow Up

	4.11 Calculating the final approval status
	4.12 Uploading a new version
	4.12.1 What are versions
	4.12.2 How to upload a new version
	4.12.3 Using the (multi-)upload function:
	4.12.3.1 Using the specific upload new version function

	4.12.4 Versions and approval


	5. Sharing links
	6. Forwarding Approvals
	6.1 Forward Approval System Setting
	6.2 Forward Approval in Setup Approval
	6.3 Forward your approval

	7. Generate an annotation and approval report
	8. Customizing your Share & Approve site
	9. User Preferences
	10. Customizing the look and content of your E-mails
	10.1 Switch on e-mail localization
	10.2 Customizing the look and content of e-mails
	10.3 Customizing the default notification scheme
	10.4 Decide when e-mails are sent: e-mail bundling

	11. Connecting from Esko Automation Engine
	12. Using the Esko Cloud connector in Adobe Illustrator
	13. Licensing explained
	14. Supported environments
	14.1 Operating systems and browsers
	14.2 Mobile devices and responsive behavior

	15. Further tips
	15.1 Session Expired
	15.2 Recent
	15.3 Trial Limitations

	16. Using the Viewer
	16.1 Where to find viewer documentation
	16.2 Setting up viewer workspaces
	16.3 How to use 3D

	17. Language Support
	18. What’s new in the 21.03 release?
	18.1 What happens immediately with the upgrade?
	18.2 New language support: Japanese
	18.3 Recycle Bin
	18.4 Automatically start approval at upload
	18.5 Viewer Improvements
	18.5.1  Color Management Widget
	18.5.2 Quality control widget in the viewer

	18.6 Improvements to the Annotation and Approval Report
	18.7 Reporting Improvements
	18.7.1 Approval Duration Report

	18.8  Delete most recent version

	19. What was new in older releases
	20. Known issues, wishes and limitations
	20.1 Debatable behavior
	20.2 E-mail clients
	20.3 Character limitations
	20.4 Forward approval and redraw
	20.5 User Experience tips


