
Approving a Proof

Your proof will include one or more files for your review

You must approve all of the files 
and enter your name in order to 
enable the APPROVE button.
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Rejecting a Proof

Your proof will include one or more files for your review

To reject a proof and 
request changes, 
describe the changes 
that you need and 
enter your name.

This will enable the 
REJECT button.

You can also upload 
files if necessary.
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Delaying a Proof
You may need some time for others in your organization to review the proofs – if you give us a date, we won’t ask for approval until then.

Enter the date and your name to 
enable the DELAY button.
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