Named Author Review Package Training
1.  Go to Test Project Folder, expand.  Expand Review Packages.  Click on a “Review Test Package 1”.  
2.  Go to the Contents Tab.  Review status of the records.  This record is not approved by one user.  
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3.  Go to Approvals Tab.
[image: ]
4.  Click Open in Package Explorer
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5.  The Review Package Explorer opens in a new window.   You can also view which packages have comments.  Click on a document with a comment and window appears.
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6.  Or Click Split Window to view the selected record in the split window editor.  
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7.  The selected record opens in the split window.
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8.  Make, Review or Reply to a Comment made in this box.
9.  Go back to Repository Explorer tab.  Click Approvals Tab. Approval Requests for this record are displayed in the Approvals tab.
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10.  Click on the Record you want to review.  Click Edit button to modify the record.  Record then opens in a new window.  You can change the State, Priority and Description here.  Click Save.  
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11.  Click on Review Package Name in this Window.
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12.  Add Replies/Comments here.  Right click on specific title to make any changes to the record.  You will have to edit in full screen.   
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14.  Make changes and click save.
Sending Approval Request after modifying Record:
1.  Open in Package Explorer.
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1.  Click on a document and Click Send Approval-Click thru error message.
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2.  Select Send Approval Request.  Create an Approval Request using this wizard.  
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3.  Move through the Wizard.  Click Create.  The new Approval Request is sent.
[image: ]
4.  The Review status is pending.  
[image: ]
[bookmark: _GoBack]End of lab.  
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