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On the To Do Tab, select review of interest and select REVIEW button. Review content is private — only members of
the review can see comments
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be modified during a review
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B[} SetupaReview Group

1. Review Group tab select CREATE GROUP button
2. Give the group a name then select ADD button
3. Add members via drop down list of active CMS users

B Initiate a Review

How do I Initiate a review of one or more items together?
Make sure you have a review group already set up then:

On Manage Review tab select INITIATE REVIEW button
to trigger a wizard

1. Basic Review Information
» Give review a name and end date
» Customise email proforma if desired
2. Add Items to be Reviewed
Using buttons add one or more of the following items:
» Classes, Courses, MMS and Programs
* Maps
3. Choose Review Group

» Choose one of your previously set up groups
containing review members

4. Confirm review details
¢ Check details then Initiate Review.

« CMS sends email notification to each reviewer
with links to the items to be reviewed.

1 E3 3 Checking review progress

1. On Manage Review tab select review of interest
2. Select STATUS button

3. Popup shows details of all reviewers, including who
initiated the review (RI) and Author (AU)
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