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STEP 8 (OPTIONAL)

ADD (although not critical) the e-mail addresses of the
people you wish to include in the review.

This step only “pre-registers the reviewer and will NOT send
them an e-mail as we “deselected” that in STEP 4

Anyone can join the review once they go to the website and
select the document (and enter the username/password if
they are new user).

STEP 9 (OPTIONAL)

SET DEADLINE the deadline is not enforced in Adobe
Professional 8.0 or older but it is in version 9 and newer.
SELECT the “Next” button
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STEP 10

You will now notice the yellow bar at the top of your
document. You are pretty much finished creating your
shared document.

SELECT the OK button to complete the process.
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LINKING THE DOCUMENT for easy access
When you are using Contribute to link the document to a
website ensure to SELECT the “Browse to Web Page”
option.
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earlier.

LINKING THE DOCUMENT for easy access
SELECT the “Choose” button to browse to the file location
on the web drive where you stored the review document

SELECT the “New Window” in the Target frame options.
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LINKING THE DOCUMENT for easy access
PLACE the most recent document at the top of the list by
“adding a new row” to the table.
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