Bishopsgate Online POD Viewing 
Quick Reference Guide

1. Login to your job booking/management area as usual by going to http://www.bishopsgate.co.uk/online-booking/ (we recommend using Internet Explorer) and click ‘Login’ under the ‘Online Booking’ section. (P1)

2. Search for the job that you are looking for a POD for using the ‘Job Management Area’ and ‘Job Search’ or ‘POD Search’ facility’s. (P2)
3. Once you are in the details sections of the required job go to the drop down list at the very top of the page where it says ‘Details’ and select POD Storage. (P3)
4. A list of all available images will be shown, click the line to select and view the image. (P4)

5. If this is the first time you have used Bishopsgate online POD service you will be shown a short instruction on allowing Active X Controls and registering the Online TIFF Viewer which is required to view PODs. Depending on your browser and operating system you will need to allow Active X Controls for this website and a small notification bar will be show towards either the top or bottom of your browser window. (P5)
6. Once Active X Controls are allowed then the website will refresh and return to the main Home screen. Using the ‘Job Search’ feature again if you return to the required job you will now need to allow the Tiff Viewer to install on the dialogue box that appears.
7. After this is completed a small viewer window towards the bottom of the screen will appear and will alert that it is not registered. If you click this message a registration box will appear that must be completed with basic details including Name, Company, and Email address. Registration is free and only needs to be completed once per PC. (P6)
8. The installation is complete and will not need to be completed on the PC again. (P7+P8)
9. If you return to the main menu once more to search for the required job when you now enter POD Storage will you now be able to view the POD image as well as save it to your local machine or indeed print it.
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