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Register or login
• Two way to access

– Brand Central

– https://beaumont.ignite.inmotionnow.com

• Create an account

– Click ‘Don’t have an inMotion account? 
Sign Up!’

– User Name = Beaumont email address

– You’ll receive an email to finish creating 
your account

– Once you’ve created an account, 
use login screen on future visits

https://beaumont.ignite.inmotionnow.com/
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Creating a new request
1. Select the ‘Requests’ icons from the global navigation menu.

2. Click the ‘Add Request’ button in the top right-hand corner.

3. Enter a name for your request and select ‘Create Request’.
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Creating a new request (cont.)

4. Complete the request form with your project information.

5. At the bottom of the form, you can add any attachments. Either drag 
and drop the files or click on the drag and drop field.

6. Closing your request without deleting will save the form as a draft. If you 
save as a draft, you’ll be able to retrieve the request in your requests tab 
to complete later (Marketing will NOT have a record of your draft 
submission). 

7. Select SUBMIT REQUEST at the bottom right to finalize your submission.
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Review: Accessing your proof
• When your feedback is requested on a 

proof, you will receive an 
email notification containing a link that 
takes you directly to the review 
environment in your web browser.

• You can also access proofs from the 
REVIEWS tab of your account.

• When you first enter the review 
environment, you may see customizable 
instructions from the uploader. These 
instructions may include links, files or 
reference documents pertaining to the 
proof’s review.

• Click START MY REVIEW to begin.
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Review: Providing feedback
1. Easily provide feedback using the intuitive annotation tools in the toolbar (see slides 

8-9 for more detail). Each annotation will automatically be associated with a comment.

2. After using on of the annotation tools, a comment box will automatically appear in 
the collaboration panel on the far right of the screen, allowing you to enter a comment. 
Annotations and comments will appear for all reviewers in real time.

3. Click ADD COMMENT 
to save your markup.

4. Every annotation and 
its related comment 
will be numbered.

5. You can also attach files 
related to your comment.

3

1

2



8

Review: Annotation tools
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Review: Annotation tools (cont.)
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Review: Page navigation
1. The PAGE NAVIGATOR in the top left shows all assets in the proof. Navigate to other 

pages by clicking on the corresponding thumbnail. Assets also show an at-a-glance 
view of status. Before you submit your own approval statuses, it will show your 
selected page status. After your review has been submitted, it will show the aggregate 
status of each page.

2. Navigate through 
the proof by selecting 
the left or right page 
navigation arrows
at the top of the 
collaboration panel.

3. SAVE & EXIT will save 
your review for your 
return later. The system 
also periodically auto-saves.
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Review: Approval statuses
• Before you can submit and complete the review process, an approval status 

is required for each page, such as Approved as is or Change and resubmit.

• Set the approval status by selecting the drop down menu on the right side above 
the collaboration panel. 

• After selecting a status, you can APPLY STATUS TO ALL PAGES in the proof. 

• Click the page navigation arrows to review the next page in the proof.
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Review: Submitting
1. Saving: At any time during your review, click SAVE & EXIT to save your work 

and complete your review later.

2. Submitting review: After applying an approval status to all assets in the proof, 
the SAVE & EXIT button will update to SUBMIT REVIEW.
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Review: Confirming review
• You will be asked to Confirm Your 

Review Submission.

1. Check the box to acknowledge the 
disclaimer and enter your digital 
signature. By clicking See my approval 
statuses, you are also able to confirm 
that your approval statuses have been 
set correctly. 

2. Click SUBMIT MY REVIEW to finalize 
your review.
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