
A Guide for 3rd Party Stakeholders



You have been invited to provide packaging content for an upcoming artwork project.

Please use this guide to complete the setup of your account, then familiarize yourself with 
Capture’s basic layout and purpose.  

Additional information can be found on our website here: 
https://www.capturedata.app/help

Step 1 - Check your inbox for a ‘invitation email.’

REQUIRED ACTION: For security reasons, before you can sign into Capture, we need to you to please 
verify yourself as the account owner by clicking the ‘Accept Invitation’ link found in the sent when 
your account was created.

Here’s an example of the Invitation Email:

Please check your spam folder 
if it’s not in your inbox.

https://www.capturedata.app/help


Step 2a - Enter Password

Depending on how your email service is con�gured, you will see either 2a or 2b.

Please proceed with the option you see.

This is the password you created when 
using this account to authenticate to 
some other Microsoft-related  (eg: 
O�ce 365 or a computer running any 
Microsoft operating system.

Click to receive a code in your inbox.

Enter that code here, then click ‘Sign In’ to 
continue.

Step 2b - Send a Code



Step 4 - Sign In
Or click here:
https://live.capturedata.app/

Step 3 - Review & Accept Permissions

Please review then accept permissions by clicking the 
blue ‘Accept’ button.

Our privacy policy can be found here:
https://www.capturedata.app/privacy-policy/

https://www.capturedata.app/privacy-policy/
https://live.capturedata.app/


At this piont, you may or may not have an active task.  So please take a moment to familiarize 
yourself with Capture’s interface.

The Home page provides a summarized view of your tasks and projects.

Step 5 - Familiarize Yourself with Capture

The main pages are 
always accessible here.

This chart summarizes all projects 
where you’ve been assigned a task.

These charts summarize 
your active tasks.

Click here to view 
your projects.

Click here to view your tasks.

Click here to manage 
various preferences 

and options.



The Tasks page will refresh automatically with new task information once it’s time to start work. At 
the same time, you’ll also receive an email noti�cation.

Here’s an example of the Tasks page when there are no active tasks.  

The Projects page shows all projects you have rights to view.

Each row represents one project. Click the project name 
to view that project’s packaging content page.

Expand the project row 
to view active task info.

Here’s an example of the Tasks page with 1 active task.

Click here to begin work on this task.



Clicking a project name on the Tasks or Projects page takes you directly  to its Content page.

You can think of the Content page like an online spreadsheet (or content grid), where users are 
tasked to author, review or amend packing content all in one place.  Each row of the grid represents 1 
SKU (or item) and the name of each column describes its content.

Click here to learn about 
all icon funtions and 
view contextual help 
videos & articles.



Step 1 - Click to Start Work

You’re task is active once you receive the email noti�cation 
or see it visible on the Tasks page.

Click either link to start work.

Once you’ve received your task noti�cation...



Step 2 - Author Content into Assigned Columns

Blue cells and columns 
are assigned to you.

Scroll to view all 
columns and rows.

Author content into each cell assigned to you.

Click here if you 
need help.



Step 3 - Submit Your Work

Once all required content has been entered into the project’s content page, click here to submit your 
work and �nish your task.

Additional Assistance

Here are some additional references to help you along:

• Navigate the Packaging Content Grid Using a Keyboard, Mouse, Trackpad or Touchscreen

• What do the various colors indicate within the pack content grid?

• Maximize your view of the pack content grid

• Time-saving tips to make authoring packaging content easier

º Copy content from Excel then paste into Capture

º Copy content within Capture to your clipboard to paste elsewhere 

º Manually type text into the content grid using your keyboard

º Author content in-line or in table-style format

º Replicate content within a column

https://www.capturedata.app/help/posts/how-to-navigate-the-pack-content-grid/
https://www.capturedata.app/help/posts/what-do-the-various-colors-indicate-within-the-pack-content-grid/
https://www.capturedata.app/help/posts/maximize-your-view-of-the-content-grid/
https://www.capturedata.app/help/posts/time-saving-tips-to-make-authoring-packaging-content-easier/
https://www.capturedata.app/help/posts/time-saving-tips-to-make-authoring-packaging-content-easier#excel
https://www.capturedata.app/help/posts/time-saving-tips-to-make-authoring-packaging-content-easier#capture
https://www.capturedata.app/help/posts/time-saving-tips-to-make-authoring-packaging-content-easier#keyboard
https://www.capturedata.app/help/posts/time-saving-tips-to-make-authoring-packaging-content-easier#table
https://www.capturedata.app/help/posts/time-saving-tips-to-make-authoring-packaging-content-easier#replicate

