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Open the visit report.1

Press Start Review. The screen will reload with the document in an editable view.

Notes:
*The functionality in this editable view is very much like that of most other document editing software.  Users 
can select a section of the document and right-click to create a new comment.  

* All comments made on the document are auto-saved in real time.  Reviewers can leave the review session
and return to it without fear of losing their progress.  The Save Changes button ends the editing session and 
does not allow the reviewer to add additional comments.
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Note: This assumes that the visit report has already been created and submitted for review.  These 
steps can only be done by the user who has been assigned the appropriate access privileges and has 
been designated as a report reviewer for the study.
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Make any required comments and, in the menu bar above the document, press 
Save Changes.

3

Once the screen reloads, press Accept or Reject as appropriate.4

Provide a Reason for Rejection or confirmation of your intent to approve the 
document, as necessary.
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