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Notes: 

• If you are using PleaseReview within Veeva Vault and native PleaseReview, do not use them simultaneously with the same browser 

• Reviews created within the PleaseReview native UI can be seen and accessed within the Veeva Vault UI but will not have a Veeva Vault workflow generated. 

• PleaseReview will send email notifications about the review if the review was created within the PleaseReview native UI. 

• Important: Reviews created in the Veeva Vault UI MUST NOT be edited in the PleaseReview native UI; 

• Reviews created within the Veeva UI will be easily identifiable by having a date and time stamp attached to the title e.g [17/11/2020 11:24:56] and the review 

description will contain ‘Created from Vault UI’. 

Link to native 

PleaseReview UI 
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https://your-company.pleasereview.net

Do not edit the 

PleaseReview fields 
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✓ ✓

✓ ✓

✓

 ✓ 

 ✓ 

1 When using zones, an Owner can restrict participants who are Reviewers to be Viewers on specific areas of the document, or for specific areas of a document to be hidden. 

mailto:info@ideagen.com
http://www.ideagenplc.com/


✓ ✓

✓

✓

✓

✓ ✓

✓  

✓ 
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Owner-Contributor 

Do everything a Reviewer can 
✓ ✓ ✓ ✓ 

Do everything an Author can 
 ✓ ✓  

Do everything an Owner can 
   ✓ 

Assign edit-in-Word zones to themselves 
  ✓ ✓ 

Be assigned an edit-in-Word zone 
✓ ✓ ✓ ✓ 
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• 

• 

• 

• 

• 
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• 

• 

• 

• 

Workgroup Administrator
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Notes: 

• A monitor’s permissions are restricted to the Workgroup(s) in which they are included; 

• There may be many monitors per Workgroup; 

• Monitors may not be assigned to Taskgroups. Monitors will be able to automatically locate and monitor a review in a Taskgroup if the review contains at 

least one participant from a Workgroup in which the monitor has monitor permissions (i.e. a monitored participant). So monitors will be able to monitor a 

review in a Taskgroup if it contains a monitored participant but will not be able to locate or monitor reviews in a Taskgroup which do not contain a 

monitored participant; 

• It is possible for an individual user to be a standard user (not a monitor) in one Workgroup and a monitor in another Workgroup; 

• If a review is an independent review, then the monitor will not be able to see any comments or changes made. 
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Reviews I’m In A list of all reviews to which you have been invited to participate. 

Reviews I Own A list of all reviews you have created (only Authors will see this view). 

Recycle Bin A list of all reviews you have created and subsequently deleted. 
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My Status

 

Check boxes to filter your 

reviews 

Summary review 

information 

Click review title to enter 

the review 

Hover over the review for 

the review control panel 

link 

Sort and paging options 

Orange star indicates 

review created in Vault UI 
(gray star indicates created in 

PleaseReview native) 
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Review Status

Cancelling the Veeva Vault 

Workflow

 

Check boxes to filter your 

reviews 

Click review title to enter 

the review 

Hover over the review for 

additional options 
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Note: “Resync Roles” button visible only in "In Progress" status.  
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‘Purge’ and ‘Restore’ 

options 

‘Purge’ and ‘Restore’ 

options 
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Review title 

Review status 

Your comments and 

status 

Review participants and 

their comments 
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The PleaseReview Inbox
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Note: Veeva Vault will be configured to determine the document types and document lifecycle status where the PleaseReview option is available. Additionally, 

Authors can only create reviews on documents they have checkout permissions on. 

 

Actions menu 

Prepare PleaseReview 

option 
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• 

• 

• 

• 

• 
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Notes: 

• Only documents in the same lifecycle can be used to create a review with multiple documents otherwise the option ‘Prepare PleaseReview’ will not be available 
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• 

• 

• 

• 
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Notes: 

• Reviewers can be selected individually or a Veeva Vault group can be selected from the PleaseReview Reviewer’s drop down list; 

• Adding a participant as both an Author and a Contributor will give the participant the role of Author-Contributor; 

• If not configured in the review set up, a participant can be made a Super-Contributor by adding them as a Contributor, then upgrading the role at a later step 

(see Upgrade Participants to Super-Contributor); 

• The ‘End Date’ must be in the future, and the end time is 11:59PM. It is not possible to change the end time; 

Select the review end 

date 

Select a role to add 

a participant 

Add review title 

Click ‘Start’ 

Add review 

description 
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Updated document 

status 

’READY FOR 

PLEASEREVIEW’ 
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mailto:info@ideagen.com
http://www.ideagenplc.com/


• 

• 

• 

• 

• 

Note: Should the review creation fail for any reason the success message (and green tick) will be replaced with a message (red error icon with white cross), 

explaining why the fail occurred. When this happens the 'PleaseReview' workflow will be undone, and it will be necessary to correct the reason for the failure 

before repeating the 'Prepare PleaseReview' steps. 
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Add non Veeva Vault 

users 

Upgrade Contributors 

to Super-Contributors 

Add additional 

documents 

Amend review options 

and enable Zones 
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Documents are 

identified as Vault or 

local files 

Re-order documents 

using up/down arrows 

Documents are 

identified as Review or 

Reference 
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Users are identified as 

Vault users or native 

Please Review users 

Upgrade to 

Super-Contributor 
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Advanced Options tab 

Review Options 

Email Options 

Click ‘Save’ to 

save changes 
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Notes: 

• The Word plugin supports all Word document formats, including .rtf, .docm, .dot, .dotx, .dotm;  

• When using the word plugin to create a review from a OneDrive folder you must disable ‘File Collaboration’. Steps on how to do this can be found .  

• By default, the ‘Standard’ review type is selected when creating a review using the Word plugin, this can be changed at the next step of the new review wizard 

(Not applicable to Veeva-centric mode, refer to PleaseReview User Manual for Review Types).  
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https://support.microsoft.com/en-us/office/use-office-applications-to-sync-office-files-that-i-open-8a409b0c-ebe1-4bfa-a08e-998389a9d823?ui=en-us&rs=en-us&ad=us


Notes: 

• Zones are applicable to Word documents only; 

• Zones can be created and edited by the review Owner whilst the review status is ‘Not Started’; 

• Zones can only be used by Reviewers and Contributors whilst the review status is ‘In Progress’; 

• The review Owner and any Authors; Author-Contributors or Super-Contributors can continue to use zones whilst the review status is ‘Closed’ 
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Zones

Button to define Zones 

mailto:info@ideagen.com
http://www.ideagenplc.com/


mailto:info@ideagen.com
http://www.ideagenplc.com/


Notes: 

• Any Microsoft Word and Excel documents added to a review are automatically checked out of the Vault by default. Other document formats are, by default, 

copied and not checked out; 

• If the summary screen is closed without selecting ‘Start Review’, it will be on hold and can be started from the PleaseReview Inbox; 

• If the updated document status is not visible on screen, it may be necessary to refresh the page; 

• If a document contains Microsoft Word comments or tracked changes, see Uploading a Document with Existing Tracked Changes (Refer to PleaseReview User 

Manual) 

• If a Microsoft Word document contains citations, see Uploading a Document with Citations (Refer to PleaseReview User Manual) 

• If a Microsoft Word document contains content controls, see Uploading a Document with Content Controls (Refer to PleaseReview User Manual) 

• If a Microsoft Word document is a Transcelerate template, see Uploading Transcelerate Templates (Refer to PleaseReview User Manual) 

• If a PDF file contains existing PDF annotations, see Uploading a PDF with Existing Annotations (Refer to PleaseReview User Manual) 
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Navigate by zones ‘switch to zone creation 

mode’ icon 
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Notes: 

• The ‘switch to zone creation mode’ icon is available to the review Owner, and any Super-Contributors in the review; 

• Zones may not overlap and must be on discrete parts of the document; 

• An entire table can be included in a zone. You cannot select part of a table; 

• You cannot start or end a zone inside a header or footer, unless they are both inside the same header/footer; 

Zone indicator 

Zone paragraph range 

(use Shift-click to select 

different end range) 

Permission settings for 

this zone 

Select permission for 

future participants 
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• If a participant is added to the review after it has started, the permissions granted will be based on the ‘New participant zone role’ for each zone and/or the 

default zone;  

• One or more Contributors may be assigned to each zone. If multiple Contributors have been assigned the same zone, only one Contributor can download it 

to Word at a time (see ). 
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Permission Effect 

H Hidden Unable to see this zone. 

V Viewer Read-only access to this zone. 

R Reply Only 
Can only reply to comments/changes 

(if enabled by system configuration). 

C Comment Only 
Can only add comments 

(if enabled by system configuration). 

P Propose Change Only 
Can only add proposed changes 

(If enabled by system configuration). 

R Reviewer 
Can add comments/proposed changes as 

normal. 

A Author Can accept/close comments on this zone. 

W Edit in Word 

Can edit the zone by downloading to Word.  

Only available to participants with a role 

containing ‘Contributor’. 

 

Radio buttons to set 

different permissions for 

participants 

Checkbox to set the same 

default permission for all 

participants 

Drop-down list to set 

default permission for 

future participants 
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Radio buttons to set 

different default 

permissions for 

participants 

Checkbox to set the same 

default permission for all 

participants 

Drop-down list to set 

default permission for 

future participants 
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’Delete’ and ’Edit’ options 

to manage zones 
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View the entire document 

after the zone activity 

View the reconciliation 

report after the zone 

activity 

Select which comments 

appear in the download 

Select document from 

review (if more than one) 
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Navigation Review pane 
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Navigation Document Actions User 
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‘Download original document’ opens a read-only copy of the original document.  

‘Download with comments’ opens a list of documents in the review available to download. Participants can download the document with 

comments (Word, Excel and PDF only).  

Note: This option will only be available if the review Owner has enabled it as part of the review set up. 

Opens the review information. This is a read-only version of the Review Control Panel which simply displays the information associated 

with the review. No actions are available from this view. 

Document comparison (if available). See Document Comparison and Review Linking (Refer to PleaseReview User Manual). 

Linked review (if available). See Document Comparison and Review Linking (Refer to PleaseReview User Manual). 

Displays the time remaining until the end of the review. 

‘Show/hide annotations’ allows you to display or not display PDF annotations (PDF documents only).  

‘Toggle filter’ - filter which comments are displayed. Clicking the icon when a filter is applied turns the filter off. 
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PDF toolbar 
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Drop-down reveals the 

last five times the user 

entered the review 
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Navigation Review pane Comment window 
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Notes: 

• The navigation pane will show a list of all documents in the review with the navigation of the displayed document in the review pane expanded;  

• To select other documents in the list (if any) click on their title (document titles have a light gray background);

• Clicking on the item in the navigation pane will scroll the document to the correct location and open the comment window 
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Drop-down reveals the 

last five times the user 

entered the review 
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Click on the text to add a 

proposed change inline 

Formatting options, attach 

a file and paragraph 

history available from this 

icon 

Comments can be entered 

here 

Categorize 

comment/change  
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Notes: 

• Comments can be applied to as little as one character, or as large as one paragraph; 

• It is possible to apply multiple proposed changes using the ‘Find and Replace’ tool (see ); 

• It is possible for the review Owner to disable the ability to apply proposed changes to a document and the only option will be to add a comment; 

• The comment box to the right of the document can be compressed by clicking the ‘P’ or ‘C’ icon in the top left corner. Clicking the icon again will expand the 

comment box to display all information; 

• General comments can be applied to the whole document using the general comments icon on the toolbar (see ); 

• Any headers and footers display within the page. 
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To attach a file, select ‘Attach a file’ from the ‘ ’ icon of the inline editor. The browse option opens allowing a file 

to be selected.  

Once applied the attached file is displayed in the comment box to the right of the document:  

 

Notes: 

• Comment categories are system configurable and therefore may not be present or the list displayed may be specific to your system; 

• There can be multiple levels of sub-categories configured (for example, Typo/Spelling; Typo/Grammar and so on); 

• Comment categories can be edited/added by your System Administrator; 

• Comment categories can be mandatory. If so, comments/changes cannot be applied until a category has been selected. 
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Categorize comment 

Attach a file 
Comments can be entered 

here 
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Notes: 

• It is possible to apply multiple proposed changes using the ‘Find and Replace’ tool (see ). 

 

Categorize change 
Optional comment can be 

entered here 

Proposed change type 

automatically populated 

based on tool used 

Attach a file 
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Notes: 

• It is possible to apply multiple redactions using the ‘Find and Redact’ tool (see ). 
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Notes: 

• Comment categories are system configurable and therefore may not be present or the list displayed may be specific to your system; 

• Comment categories can be edited/added by your System Administrator; 

• Comment categorization can be mandatory. If categorization has been made mandatory you will not be able to apply your comment or proposed change 

until you have selected a category. 
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Browse for PDF to be 

imported, then click 

‘Upload’ 

PDF documents in the 

review 

Select PDF file to import 

annotations to 

Select comment 

category 
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Notes: 

• Once imported, the action cannot be undone. The only way to undo the action is to manually delete the annotations individually in the review; 

• The comment category applies to all annotations. Once imported, the categories can be edited manually in the review; 

• If ‘enforce mandatory categorization’ is on, you will be prompted to select a category for all imported annotations; 

• If redaction marks have been applied in the PDF (burnt), they will not be imported. Only items marked for redaction will be imported; 

• Annotation tools not supported in PleaseReview will be substituted with a sticky note. The following annotation tools are not supported: Underline; Text 

Comment; Text Box; Stamping; Attach file; Record audio; Text Callout; Polygon; and Cloud. 

Number of annotations 

imported 
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Notes: 

• Only the participant who made the comment has the option to edit or delete it, and can only do so if no-one has replied to it and it is open (i.e. not 

‘Accepted’ or ‘Closed’ by an Author); 

• If a comment has a reply made against it, the person who made the original comment will no longer have the option to delete it, but will have the option to 

‘Withdraw’ it which will effectively close it; 

• ‘Show Paragraph History’ relates only to Microsoft Word documents (see ); 

• On withdrawing a comment, the user may be prompted to enter a reason (if configured). 
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Notes: 

• Once a comment/proposed change is ‘Accepted’, ‘Closed’ or ‘Withdrawn’, no further discussions are possible, and the ‘Reply’ option will not be available; 

• All discussion threads are recorded in the reconciliation report (see  for more information); 

• Discussion threads on comments/proposed changes in PDF documents will display at the same level in the document download. This is because annotations in 

PDF documents cannot display nested or multi-level replies; 

• If the comment box is minimized, the number of replies will be identified.  
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All comments, changes 

and related discussion 

threads display 

Turn on/off tracked 

changes 

Original paragraph text 
Apply filter using settings 

in review interface 
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Notes: 

• It is only possible to agree/disagree with open comments/changes (once accepted or closed, the icons will not display); 

• The options to agree/disagree are also available in the ‘show paragraph history’ window; 

• A full list of all agree/disagree votes is captured in reconciliation report;

• The agree/disagree feature is not available in the Offline Client. 
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Notes: 

• Only participants in the review can be mentioned; 

• Once a participant has been mentioned in a comment/discussion thread, it is possible to navigate the document by @mentions in the navigation pane (see 

); 

• If the review is an independent review whereby participants are unable to see each other’s’ comments and proposed changes, @mentions will not be 

available; 

• Participants in Subteams are only able to use @mentions for the participants within their Subteam; 

• All @mentions are recorded in the reconciliation report and the document download. 

 

Suggested participants 

appear matching text 

entered 
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Search results in 

comments/changes 

Count of search results in 

other document(s) 

Search results in 

document 

(click to scroll to location) 

Count of search results in 

active document 
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Notes: 

• Clicking a search result in the navigation pane will scroll the document to the selected paragraph; 

• Accepted changes are considered part of the document and are therefore included in the search whilst closed (rejected) comments and changes are not 

searched; 

• If the review contains multiple Word and/or PDF documents, all documents will be included in the search; 

• The standard search works on a word by word basis (i.e. words separated by spaces) and ignores punctuation. For example, searching 'find this text' will return 

instances of the three words together in that order, ignoring additional spaces and punctuation;  

• If a filter is applied when carrying out a search, a warning message will appear notifying the user that not all results may be visible; 

• Searches will return results using the exact words. A ‘*’ may be used as a wildcard anywhere in the search string but Boolean searching is not supported. For 

Boolean searching, see ; 

• A search will only include text visible to the review participant. Therefore, it will search zones locked for editing, but not zones that are hidden to the participant;  

• Any hidden text in the Word doc will be masked and displays as ‘Hidden Text’ in the navigation pane; 

• Click the Find icon ( ) from the review toolbar to clear the search and return to the review. 
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Search results in 

comments/changes which 

cannot be changed 

(grayed out) 

Click to replace all 

selected occurrences 

Use checkboxes to select 

occurrences to be 

replaced 

Select to replace all 

occurrences listed 
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Notes: 

• The Find and Replace tool works on a word by word basis (i.e. words separated by spaces) and ignores punctuation; 

• Each occurrence of the text replaced will be added as a proposed change. Any occurrences in the same paragraph will be grouped; 

• Unlike a standard search, the Find and Replace tool can only be used in the active document in the review. Other Word and/or PDF documents are not 

included in the search results; 

• Open or closed comments and changes are not searched; 

• Accepted changes are considered part of the document and are therefore included in the search; 

• Searches will return results using the exact words. A ‘*’ may be used as a wildcard anywhere in the search string but Boolean searching is not supported. 

For more information, see ; 

• Only text for which the participant has permission to make proposed changes will be included in the replacement. Therefore, any results in zones which are 

locked for editing will be counted in the list of occurrences which cannot be replaced; 

• If any locked content controls are included in the search results, they will appear grayed out and cannot be replaced. 

 

mailto:info@ideagen.com
http://www.ideagenplc.com/


 

Click to apply redactions 

to all selected results 

Select to redact all results 

listed 

Use checkboxes to select 

results to be redacted 

Search results in 

comments/changes which 

cannot be redacted 

(grayed out) 
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Notes: 

• The Find and Redact tool works on a word by word basis (i.e. words separated by spaces) and ignores punctuation; 

• Each occurrence of the text redacted will be added as a proposed change either by single line, or by multiple line; 

• The Find and Replace tool can only be used in the active PDF document in the review. Other PDF documents are not included in the search results; 

• Existing comments and changes are searched but cannot be redacted (regardless of the status of the comment/change); 

• Searches will return results using the exact words. A ‘*’ may be used as a wildcard anywhere in the search string but Boolean searching is not supported. For 

more information, see . 
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Notes: 

• A search for the word ‘fred’ will include in the results ‘fred’, ‘freds’, 'befred' and any word which includes the string (i.e. pattern) of ‘fred’;  

• The exact pattern is matched. For example, a search for ‘fred blogs’ will not find ‘fred  blogs’ - the double space in the latter excludes it from the results;  

• The search will be case sensitive if the ‘case sensitive’ option is selected; 

• The ‘accent sensitive’ option is not available with advanced searches;  

• For detailed use of regular expressions see . 
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Icons reflect comments 

and proposed changes 

Different colors for 

different participants  

All comments and 

proposed changes display 

to the right of the 

document 
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Notes: 

• Hovering over a paragraph in the document will highlight the comment box(es) containing comments and proposed changes related to the paragraph; 

• Hovering over a comment box will highlight the relevant paragraph in the document which the comment/change relates to; 

• Clicking on the comment/change in the navigation pane will scroll the document to the comment in the appropriate location; 

• Comment boxes can be minimized by clicking the  or  icon. Clicking again will maximize the comment box; 

• All icons are displayed in the navigation pane when navigating by comments; 

• A Reviewer is likely to have different colors allocated in different reviews due to the way the color allocation is managed; 

• The colors allocated to Reviewers by PleaseReview are not reflected in any downloaded Word document. 
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Enter comment text here 

Make proposed changes 

to text here 

Categorize 

comment/change 

Link to attach file 

Formatting tools 

Click ‘Apply’ to apply 

comment or change 

Once applied, all 

comments and proposed 

changes are recorded in 

the comment window. 
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Notes: 

• Only the participant who made the comment has the option to edit or delete it, and can only do so if no-one has replied to it and it is open (i.e. not ‘Accepted’ or 

‘Closed’ by an Author); 

• If a comment has a reply made against it, the person who made the original comment will no longer have the option to delete it but will have the option to 

‘Withdraw’ it instead. For example, if one Reviewer makes a comment and another Reviewer replies with a message which causes the original Reviewer to re-

consider the comment, it is not possible for the original Reviewer to delete or edit the comment (because of the reply). So, the only option is to ‘Withdraw’ the 

comment which will effectively close it; 

• Once ‘Accepted’, ‘Closed’ or ‘Withdrawn’, no further discussion of a comment, etc. is possible. Thus, it is no longer possible to ‘Reply’ to it; 

• On withdrawing a comment, the user will be prompted to enter a reason. 
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Note: Comment categories are system configurable and therefore may not be present or the list displayed may be specific to your system. There is also an option to 

make categorization mandatory. If categorization has been made mandatory you will not be able to apply your comment or proposed change until you have 

selected a category. 
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With track changes 

selected 

Markup is displayed 

Track changes not 

selected 

No markup displayed 
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Open formatting toolbar 

Categorize change 

Paragraph toolbar 
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Icons reflect comments 

and proposed changes 
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Notes: 

• Each paragraph/location may have multiple comments and changes of different types but will not have multiple icon states displayed. Only one icon of each 

type (i.e. , ) will be displayed with the displayed icon being the most relevant. For example, if a paragraph has accepted, open and closed comments on it, 

only the icon for the accepted comment will be displayed; 

• Clicking on the icon will open the comment window for the appropriate paragraph/location; 

• Clicking on the comment in the navigation pane will scroll the document to the comment and open the comment window for the appropriate 

paragraph/location; 

• With images, the icon will appear over the image. The icon may obscure the image and, therefore, the icons can be hidden using the ‘hide icons’ button at the 

top of the page; 

• The same Reviewer is likely to have different colors allocated in different reviews due to the way the color allocation is managed; 

• The colors allocated to Reviewers by PleaseReview are not reflected in any downloaded document. 

 

Reviewer colors in pop-up 

match markup color in the 

document 
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Notes: 

• The paragraph is simply highlighted to indicate activity. The highlight is the same color (yellow) regardless of the type of comment, or the status of the comment 

except where there is a conflicting proposed changed in which case the paragraph is highlighted in red; 

• The ‘general comment’ icon is not replaced and remains to indicate a general comment on the document; 

• The hover over pop-up (which in the ‘icon’ view pops up if the icon is hovered over) is displayed after a delay (system configurable) when the paragraph itself is 

hovered over. 

 

‘P’ and ‘C’ icons replaced 

with highlighting on 

paragraphs with 

comments/changes 
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Add personal notes 

(optional) 

Make bookmark public 

Bookmark title 
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Notes: 

• Hovering your mouse over a bookmark icon will display a tooltip with further information; 

• Bookmarks will also be displayed in the navigation pane if ‘Bookmarks’ is selected in the drop-down box; 

• Bookmarks do not appear in the reconciliation report and are not accepted or closed by an Author. 
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• 

• 

• 

• 
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• 

• 

• 

 

Update status 

Optional summary 

comments 

Watch notification emails 

based on review activity 
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Click Continue  
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Click Complete 
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Navigate by zones 

Zone information 

Zone information and 

options – only provided on 

zones assigned to you 

mailto:info@ideagen.com
http://www.ideagenplc.com/


• 

• 

 

Zone title 

(may also include a 

description) 

Current zone status 

Who the zone has been 

assigned to 
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Download zone icon 

Download option from 

actions menu 

Reset option to cancel a 

download 
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• 

• 

• 

• 

• 

• 
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Upload zone icon 

Upload option from 

actions menu 

PleaseReview Upload 

option in Word 
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• 

• 

• 

• 
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Drop-down reveals the 

last five times the user 

entered the review 

mailto:info@ideagen.com
http://www.ideagenplc.com/


• 
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The merge result which 

includes all selected 

proposed changes. 

Additional edits can be 

made here. 

Tracked changes view of 

the merge result above. 

Checked changes are 

included in the merge 

result above. 
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Re-categorization 

recorded 

Select new comment 

category 

Reviewer category will 

appear as default 
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Always Always prompted to give a reason. 

Never Never prompted to give a reason. 

Close Only Only prompted to give a reason when closing. 

• 

• 

• 

 

mailto:info@ideagen.com
http://www.ideagenplc.com/


 

mailto:info@ideagen.com
http://www.ideagenplc.com/


• 

• 

• 

• 

 

mailto:info@ideagen.com
http://www.ideagenplc.com/


 

mailto:info@ideagen.com
http://www.ideagenplc.com/


Select review name 
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• 

• 

 

Timeline View 

Cancel participant 

task 
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Updated version 
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Differences between versions 

Timeline view 
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Download document 

/ Display report 

Download a zip file of all 

documents listed above 

with the ‘Download’ option 

Define which comments to 

include in the download 
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• 

•    

File attached to a 

comment in the review. 

Double-click to open 
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The default download 

includes all open and 

accepted comments from 

all participants. 

It does not include closed 

comments 
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‘Tracked Changes’ options 

‘Comments only’ option 
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----TODO: PleaseReview: Comment on line 1 by Demo User 2 (19 May 2016 10:42) Accepted 19 

May 2016 11:25: Accepted: my acceptance reason 

---- a comment here 

 

This document is designed as a reference source for users of PleaseReview.  

 

----TODO: PleaseReview: Comment on line 3 by Demo User 1 (19 May 2016 10:40) Accepted 19 

May 2016 11:26: Accepted: my other acceptance reason 

---- This is demo1's comment 

 

----TODO: PleaseReview: Comment on line 3 by Demo User 2 (19 May 2016 10:41) 

---- Demo2's comment on line 3 
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Select PleaseReview server 
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Select reviews then click 

Download. 
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Enter the review. 

 
Delete the review from the OLC. 

 
Open the Review Control Panel. 

 

An error has occurred. 

The OLC has failed to upload the comments. 

 

Open the report. This will show only the comments 

and changes you have made in the OLC.  

 
Options button. 

 
Display about & log-file information. 
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Select to keep review in 

OLC after upload  

(if required) 

Upload 
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Select the reviews to take 

offline 

After selecting reviews, 

click ‘Download’ 

Downloaded reviews 

display here 
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Click ‘Enter’ to open the 

review in a new window 

Downloaded reviews 

display here 

Current Internet status 
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Action toolbar 

Highlighted paragraphs 

indicate comments and 

changes made offline 

Existing comments and 

changes made before 

download 

Leave the review 
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• 

• 

• 

•  

• Authors cannot accept or close comments in Flight Mode. 
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Select the review(s) to 

upload 

Number of comments 

waiting to be uploaded 
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