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Where to find this guide?

On the connection page. On the top right corner in the Homepage after logging 
in. 



Setting up your account



HOW TO CREATE OR/AND CHANGE YOUR PASSWORD?

I. Go to link

II. Click on “Create or change your 
password?”

III. Enter your email
IV. Fill the captcha and click on SEND



HOW TO CREATE OR/AND CHANGE YOUR PASSWORD?

V. Check your email inbox for the automatic 
email from the platform

VI. Click on the link in the email

VII. Enter your chosen password

VIII.Click on “SEND”

Your password is now set.

Go back to the connection page to log in.



Proofread a PDF file



HOW TO DOWNLOAD A DOCUMENT FROM THE PLATFORM?

I. On the home page, click on 
"Proofread & validate"

II. Select the document you want 
to download

III. Click on the title of the document 
to download it



HOW TO ADD COMMENTS TO THE PDF

I. Open your PDF, highlight some text and double 
click on it to open the comment section.

II. Write your comment or correction.



Upload a PDF to the platform



HOW TO UPLOAD A DOCUMENT YOU HAVE JUST 
COMMENTED?

I. Click on “Add a comment / upload your amended document”
II. Enter a comment to join your document (i.e. complementary information)
III. Click on “Browse” / “Parcourir” and select the document to upload
IV. Click on “OK”

Note: We will receive a notification once you add a comment. We will amend the document/re -upload it accordingly.



Final validation



HOW TO VALIDATE A DOCUMENT?

I. Click on the version you want to validate
II. Click on “Validate”, the green tick box
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