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Virtual User Group:
Creative Agencies & Marketing: 
Workfront Proof
Tuesday, April 13, 2021

@Workfront     #workfrontug
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Lauren Quincey
Principal Customer Success Manager
Adobe

Today’s Host
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Agenda

11:00 a.m. Welcome and Agenda (5 min)

11:05 a.m. Customer Spotlight: KERN Agency (20 min)
Carol Majewski, Associate Director of Workflow and 
Lorraine Pomar, Workflow Architect

11:25 a.m. Small Group Discussion (20 min)

11:45 a.m. Customer Spotlight: Javelin Agency (20 min)
Andrea Pikulinski, Sr. Director, Project Management

12:05 p.m. Large Group Discussion (20 min)

12:25 p.m. Wrap-up Next Steps (5 min)

12:30 p.m. Event Ends
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Carol Majewski
Associate Director of Workflow
KERN Agency

Speaker

Lorraine Pomar
Workflow Architect
KERN Agency
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AGENCY WORKFLOW

INTRODUCTION

Two-pronged approach: 

1. Standardize processes

2. Collaborate via technology
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NAVIGATING THE 
COVID-19 CLIMATE

• Technology & tools
▪ Workfront
▪ ProofHQ

• Positioned us for digital 
transformation

• Drove momentum with 
resistors
▪ Forced to adapt to change 

INTRODUCTION
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TAKE THE BEST OF BOTH 
WORLDS AND UNIFY TO BEST 
SERVE OUR CLIENTS

KERN JAVELIN CONSOLIDATION
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Carol Majewski
WORKFLOW ASSOCIATE  DIRECTOR

Lorraine Pomar
AGENCY WORKFLOW ARCHITECT

PRESENTERS

Andrea Pikulinski
SENIOR DIRECTOR OF PROJECT MANAGEMENT
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ONCE UPON A 
TIME…
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• ProofHQ– 8 Years 

• Markups
• Change Management & Round 
Tracking 

• Communication 
• Collaboration - Shared 
resources/All agency access

 
• Workfront – 2 Years 

• Project/Task Management
• KERN Home Portal
• Department Team Work 
Queues

• Request Queues 
• Asset Purchase Requests

• Central Work Repository 

KERN, WORKFRONT & PROOFHQ
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There are folders 
automatically 
created when 
spinning up a 
project to help 
organize the 
Documents tab. 

Project Manager 
creates project 
within their 
portfolio from a 
template. 

When a task is routed to 
Creative or Studio, they 
navigate to the 
Documents tab and click 
Open Proof to review the 
comments and implement 
the changes in the native 
file (e.g., InDesign or 
Photoshop).

Client Services 
uploads a job 
pickup or creative 
reference and 
clicks Generate 
Proof. 
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Client Services uploads job pickup or reference to the black bar 
of Documents tab, clicks Generate Proof, and clicks Open Proof 
to open in ProofHQ interface. 

Creative or Studio drops the new-round PDF to the blue bar on 
top of the original document to upload a new version and clicks 
Generate Proof.  
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• NO PROOFHQ 
WORKFLOWS

• NO PROOFHQ 
APPROVALS 

• DOCUMENT 
APPROVAL

 

OUR SIMPLE USE CASE
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• EMAIL ALERTS SET 
TO DISABLED 

• SET PROOFHQ 
PROOF ROLE: 
REVIEWER

• SET WORKFRONT 
PROOFHQ 
PERMISSION 
PROFILE: 
SUPERVISOR

OUR SIMPLE USE CASE
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@MENTIONS

CHANGE 
MANAGEMENT 
FOR INTERNAL 

ROUNDS

ACTION FLAGS

THREAD 
RESOLVE

WORKFRONT PROOFHQ USAGE
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TEXT TOOLS

Bold, italics or 
underline within 

comments on 
ProofHQ 

WORKFRONT PROOFHQ USAGE



22  22  

COMMENT 
COLOR

UPLOADING 
ATTACHMENTS 

FOR 
REFERENCE

WORKFRONT PROOFHQ USAGE
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OVERLAY AUTO 
COMPARE

COMPARE 
PROOFS

WORKFRONT PROOFHQ USAGE
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SHARE 
PROOFS WITH 

PRINT 
VENDORS

DOWNLOAD 
PROOF WITH 

COMMENTS AS 
A PDF

WORKFRONT PROOFHQ USAGE
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THANK YOU

KERNAGENCY KERNAGENCY.COM
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“Birds of a Feather”
Group Discussions

Go around the room and share: 

• How does Proof fit into the process / workflow 
within your organization? 

• What’s working well, what do you think be 
better?
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Andrea Pikulinski
Sr. Director, Project Management
Javelin Agency

Speaker
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Workfront Proof HQ
User Group – 

External Review

April 13, 2021
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• Javelin is a CRM agency within the Omnicom Network

• KERN and Javelin have similar expertise and clients, 
making a consolidation a smart new approach.

• Working Admin with Project Managers influencing 
process and Workfront functionality – iterative 
workflow as client work evolves.
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Javelin onboarded Workfront in May 2018

Workfront Feature use:

• Project timelines and task management

• Resource monitoring

• Project communications and tracking

• Box file repository & link posting for working assets

• PHQ for client reviews & feedback management
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• Under the DOCUMENT tab, there are multiple ways to prepare a Proof 

Preparing a Document for Proofing 

Drag and Drop ADD NEW button
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• After dropping in the document, Generate a Proof then open it to activate proofing 
functionality

Preparing a Document for Proofing - Drag & Drop
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• Window opens to allow 
adding:

• document to be 
proofed, 

• reviewers & roles, 
• deadlines and
• custom message 

when proof is shared

Preparing a Document for Proofing -“Add New” button
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• Browse to the file to load
• Once added, all proofs added appear at bottom.

“Add New”- Loading the Document to be Proofed
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“Add New”- Adding Reviewer contact information
• Populate Proof recipient's names or email addresses
• New email addresses can be added 
• Previous email addresses are stored for future use
• Multiple recipients can be added
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“Add New”- Review Roles & Alerts
• Proof roles are set by recipient to 

allow different levels of review
• Email alerts allow customizing of 

frequency & level of detail for each 
recipient
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• Make sure to have an engaging Subject line with due date included
• In body of Message, include timeline and any other critical review 

element.
• Use formatting toolbar at bottom to enhance message 

“Add New”- Custom Review Message
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Sharing from within the ProofHQ Window

• From the Proof, select Open Proof
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Sharing the Proof

• Select the SHARE PROOF 
icon in left bar
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Unique Link to proof

• Quick option for 
proof delivery is 
to use a 
shareable link 
that can be 
included in your 
own email 
outside of 
Workfront PHQ.
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• Populate Proof recipient's 
names or email addresses

• New email addresses can 
be added 

• Previous email addresses 
are stored for future use

• Multiple recipients can be 
added

Sharing Proof 
via PHQ
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Reviewer Roles & Alerts
• Proof roles are set by recipient to allow different levels of review
• Email alerts allow customizing of frequency & level of detail for 

each recipient
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Reviewer Message 
& Proof Link
• Enter custom message to 

reviewers
• Make sure to have an 

engaging Subject line with 
due date included

• In body of Message, include 
timeline and any other critical 
review element.

• Use formatting toolbar at 
bottom to enhance message 

Make sure to click SEND with 
whatever option you use!



46  46  

• Reviewer receives a 
personalized email with link 
to the proof – GO TO 
PROOF button

• Thumbnail of item to review 
is included

• Specialized note indicating 
this link is unique to them 
and if forwarded, any 
feedback will be noted as the 
recipient's feedback. 

• Review provides feedback 
within Proof as previously 
shown 

PROOFING

Email notification 
to Reviewer
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• Within the Documents tab on the actual proof, number of comments posted can be seen
• Proof stage is shown on the right side of page; S = sent, O = open, C = comment, D = decision

PROOFING

Tracking Reviewer Activity - Documents
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• At Document level, the Proof Details link 
provides an overview of proof reviewers 
and their activity

PROOFING

Tracking Reviewer 
Activity – Proofing 
Details
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• Within Proof, select the Workflow icon to see activity by reviewer
• Reviewer types cannot be updated in this window

PROOFING

Tracking Reviewer Activity – ProofHQ window
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• Daily Notification 
emails are sent to 
proof owner & 
reviewers with activity 
listed

PROOFING

Tracking 
Reviewer 
Activity – 
Email 
Notification
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• Delegate proof ownership to a backup when going on vacation or OOO; 
• From the Documents tab, select “Proof Details” for the proof (2 options below) 
• Select the 3 dots next to the name of the person you want to be owner or to delegate 

ownership.

PROOFING

Best Practice / Tips:

Via right column document details

Via document
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• Make sure to include a timeline in Proof email for clarity and documentation
• Person who routes proof does not get a copy when proof is sent; sometimes hard to confirm 

delivery
• Send reminder emails via PHQ for feedback submission

PROOFING

Best Practice / Tips:
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• Tag clients / proof reviewers in Proof comments using @ to access reviewer address 
in PHQ – tagged person gets notification automatically

PROOFING

Best Practice / Tips:
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Questions?
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Wrap-up and Next Steps
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Continue the 
Conversation on 
Workfront One
• Collaborate with others in a similar 

industry or department

• Harness the power of your peers to 
crowdsource inspiration and solutions

• Learn about upcoming events
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Upcoming Virtual User Groups
one.workfront.com/events

• Apr 20: Transitioning to the New Workfront Experience

• May 4: Leveraging the Group Admin Role

• May 11: Request Queues and Intake Forms

Coming soon! 

• Resource Management

• Training & Onboarding Users

• Reporting & Dashboards
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Thank you.
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