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Collaborating During a Review

Published on 01/27/2022

Conversations

The collaboration panel organizes all reviewer comments. Add general comments byclicking on the
green comment icon at the bottom right of the collaboration panel.
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You are able to like and reply to other reviewers' comments. Hover over the word 'Like' or 'Unlike’ to
see who has liked that comment.
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Reply to another reviewer's comment by clicking on that comment in the collaboration panel or the
annotation on the proof, adding your reply, and clicking ADD COMMENT to save. The reviewer who
authored the comment will receive an email and an in-app natification for the newly added reply.
Comments and replies are grouped together in a conversation thread.
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Open the option menu by clicking on the three dots in the upper right hand corner of a comment. From
here you can edit and delete your comments.
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You are also able to view the contact card for anyone who has already commented on an asset by clicking
on their name in the conversation panel. This will show their photo, email address and the approval status
they assigned to the asset, if available. Clicking on their email address opens a new email in your default
email client.

@ Paul Morad

& paul@truesoap.com

STATUS: Change and resubmit

@Mentioning

You are able to draw another reviewer's attention to a particular comment by using @mentioning. When
adding a comment, click the @ symbol within the message box and a list of invited reviewers for that
proof will populate.
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Simply click on the reviewer’'s name to mention him or her in your comment.

Chisty Drucker  aiewsecondsago [ ] 3

Victoria Pratt What do you think about the
logo placement?

L> Reply i Like

If enabled in your account, you may also have the ability to invite reviewers not included in the initial
review. Click Everyone Else in the conversation modal to view a list of all other users within your account.
As you type, the pre-populated list will automatically update to help you quickly @mention a new reviewer.

M THIS PROOF EVERYOME ELSE
Paul Moran

paul@truesoap.co

Emily Sanchez
emily@truesoap.co

If you add a new reviewer with an @mention, they will only be invited as a collaborator on the
review. They will be able to comment and annotate but cannot leave an approval status or
delay the progression of the proof route.

Collaborating on a Returned Proof

When enabled in your account, you can continue collaborating on proofs even after they have been
returned. You will not be able to change your approval status but can continue the conversation with
existing reviewers and collaborators as needed.
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This proof has been returned. You can still add comments, but cannot set an approval

X

status.

Continued collaboration is no longer available if the proof is canceled, completed, or a new
version is sent.

Hiding Comments

Users with the Hide & Unhide Comments permission can hide and unhide other reviewers' comments
at any point during an active or completed review, to ensure that only actionable feedback is visible to the
person who uploaded the proof.

+ BACK TO ALL CONVERSATIONS

© raul Moran

| don't think this is the right font.

Christy Drucker :

Paul Moran It is, we've recently updated our
visual style guide.

@ @
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The commenter and any user with theHide & Unhide Comments permission will see the hidden
comment grayed out. Everyone else in the review will see the hidden comment like this:
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Increase size to 50% of page height
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Comments can also be hidden or unhidden when proofs are in any state - including active,
returned, versioned, or completed.

Proof Sharing

If sharing is enabled by the proof uploader, reviewers also have the ability to share the proof by emailing
one or multiple email addresses with a private custom message that does not appear on the collaboration
panel.

Simply click the Share Proof icon within the blue header bar of the review environment and select the
email addresses of the users with which to share the proof.
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< @ A @ SAVE & EXIT

The share modal provides the option to Require an Approval Status for these reviewers, if desired.
Checking this box will invite users as Essential Reviewers in the current tier, which may delay route
progress. These reviewers will be required to submit an approval status before the proof can progress. If

the box remains unchecked, users will be invited only as collaborators who can comment and annotate,
but cannot set approval statuses.

Share Proof

caleb@truesoap.com X Type a name or email

pre a comment

. Require approval status
This could delay route progress.

ADD REVIEWERS
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Attaching Files

Reference files or other documents related to a comment or reply are attached byclicking the paperclip
icon in the comment box, browsing for the file on your computer, and clickingADD COMMENT.

Attachments must be associated to a comment to provide context for other reviewers as well
as the uploader. The size limitation for adding attachments is 1GB.

Here is the most recent version of the current
product label. Please utilize this in the next

version of the ad.
@

After saving your comment, the file will be available for download by other reviewers.

Megan Diaz :

Here is the most recent version of the current
product label. Please utilize this in the next version
of the ad.

' Lrue

Mar 28, 2017 10:49 AM Like (0)
@

To access an attachment uploaded by a previous user, click on the comment containing the attachment,
and then click on the attachment thumbnail This opens a preview. Click the download button on
the bottom right of the preview to download the attachment.

(rue

hand soap

Sunflower

All natural ingredients
for truly clean hands

7.5 fl oz (221 ml) \
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Notifications

Users will receive in-app natifications and email notificationsif another user replies to their comment
or adds an @mention to them in any comment. You can view your notifications byclicking on the
bell icon in the top right of review environment.

@ A (& saveaexr

If you have unread notifications, this icon will show as a red circle containing the corresponding number of
notifications. When viewing your notifications, you will only see the notifications pertaining to the proof
currently being viewed. Select a notification and it will take you to the conversation it's referring
to where you can read and respond if necessary to the notification.

@ 3 (@& sAveaexT

NOTIFICATIONS

Q Grace Deng %
#  likes your comment.
Q Grace Deng X
. mentioned you in a comment
Paul Morad %
mentioned youin a comment

VIEW OLD NOTIFICATIONS

Annotation Options

Your annotation color is randomly chosen when you enter the review environment. You can change the
color of your annotations by clicking on your profile icon at the top right corner of the blue header bar.
Select a color from the palette options that will be clearly visible when adding mark ups to the proof.

@ A (& savesexr

Megan Diaz
I'I'EEZII'ITL-\J[I',EEDZID.CDI'I'

Annotation Options
. Current Color
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The system will allow you to select the same annotation color as another reviewer. However,
we recommend choosing a different color than other reviewers so that your team
collaboration will be more effective and easier for the content producer to discern.

Designer Checklist

Users with the "Resolve Comments" permission can check off individual comments in a proof to keep track
of which have been resolved and which have not. Any time an item is checked off, the corresponding
annotation will dim in the proof so those outstanding items are more visible.
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Hovering over each checkbox displays a tooltip with the latest activity of who resolved the comment and when.
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