Getting started with the Review Process
Creating Review Packages: Internal User
1. Go to Test Project Folder.  Click Review Package Record Type.  
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2. Click New Review package.  
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3.  Enter Package name.  Name your review package.  Click Save.
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4.  The new Review package record is created.  
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Adding Artifacts to review Package Record:
1.  Click review Package.
2.  Click Add Artifacts.  [image: ]






3.  The Drag-and-Drop Records windows opens.
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4.  Select a record Type from the drop-down.  Records are displayed of the selected Record Type. 
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5.  Drag-and-drop the desired records to the Review package.  Add other artifacts to the review package.  Drag and drop records to include in the review package.  Artifacts are added to the Review package.[image: ]
Sending Approval Requests: Internal Users
1.  Click Send Approval. 
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2.  Select Send Approval Request from the drop-down menu.  If you get an error message, click OK.  (sent ticket to Topteam) the Create Approval request Wizard opens.  
3.  Select Review Step ex: Formal/Informal Approval Request from the drop-down.
4.  Click Next to proceed.  Enter Title and Description for this Approval Request.  Click Next.
5.  Choose External Users to whom you want to send approval request.  Click Next
6.  Choose Internal Users.  Click Next.
7.  Select Due date for this request.  Click Next. 
8.  Check if you want send notifications to reviewers.  Click Create.  The approval Request is created and is sent to the selected users.  
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