
EliteProof 
Proofing & Reviewing System 

Proofing 



Enter the web 
address 

Login to  the 
website 

Login to the EliteProof web application 



Proofing task has 
been assigned 

After successful login, User Dashboard displays all the assigned  and shared tasks 



Step 1: Click 
on Share 

icon 

Step 2: Type 
users login id 

Step 3: Click on 
check icon  

To Share a Task 

User can share his task with other users for viewing or editing. 



 Click on the 
document to start 

the proofing 
process 

To Launch the Application associated with the process 

Launching the Proofing Application 



To toggle 
Thumbnail 

view 

Page 
thumbnail 
appears in 
this panel  

Page 
navigation 

buttons 

User has launched the Proofing Application by clicking on task. 



Commenting 
toolbar provides 

two modes: 
Drawing mode and 

Text mode  

Textbox to 
search any text 
throughout the 

document Comment 
panel where 

comment 
will appear  

User has activated the Comment panel by clicking on the comment button. 

Comment button 



Step 1: Type in 
the textbox to 

search the 
word  

The list displays 
the phonetic 
typing help 

To Search a word  

User can search a text in the document. 



 Step 2: Click 
on search  

button 

The word has 
been found 



Step 1: Select 
the text  

Step 2: Click 
on Highlight 

Text 

Also, shortcut 
menu appears 
once u select 

any text  

To mark in document 

User can highlight the selected text by clicking on the highlight  button 



The text has 
been 

highlighted 

Reports are 
reflected in 
comment 

section 

Step 3: To add 
comments, Click 
on selected text 
and type in text 

section  
Step 4: 
Click on 

Save 

Add Comment to the highlighted text by double clicking on it. 



The comments 
associated with 

the marked text is 
reflected in to 

comment section 
The comment can 
be edited, replied 
again or discussed 
by another user as 
well as a file can be 

attached to it.   

Comment appears in the comment panel for the highlighted text. 



Step 1: Select 
the text 

Step 2: Click 
on Replace 

Text 

Replacing the text with new text 



The comment box 
appears with the 

text which is to be 
replaced, type  
the new text. 

Step  3: To type 
in Hindi font, 

Click on ‘Manage 
Input Language’ 

Type the new text in the comment box. 



Step  4: 
Select the 
language  

Also , 
Virtual 

keyboard is 
available 

Changing the Input language to hindi 



Step  5: Type the 
text to be replaced 

in desired font 

Phonetic 
typing help 

appears 

Step 6: Click on 
Save 

User is typing the new text using phonetic input method 



Step 1: Select the 
text   

Step 2: Click 
on delete 

text 

One can add 
comment as 

well 

To Delete the text 

Mark the text to be deleted. We can also add reason for deletion. 



Comments get 
reflected in 
comment 

section 

Step 1: Select 
the text  

Step 2: Click 
on Insert 

after 

Step 3: Type 
the text to be 

inserted  

To insert after some text 

Step 4: 
Click on 

Save 

Inserting new text after some word. 



Step 1: Select 
the text 

Step 2: Click 
on Bold  

 Command 
is reflected 
in comment 

panel 

To make text bold 

Changing the formatting of the selected text 



To change 
the highlight 

color 

Click on 
Background 

color and 
choose any 

color 

Similarly, 
stroke color 

can ne 
chosen  

Changing the text highlighting color. 



To select drawing 
mode, click on 
text mode and 
select drawing 

mode 

Changing the mode from text to graphics. 



Step 1: Click 
on Freehand 
to mark the 

text  

Step 2: Mark 
the text in 
any style 

To mark the text 

In graphics mode user selected the pencil tool to draw  irregular line. 



Step 3: Double 
click on text to add 

comment 

Step 4: Click 
on save 

Adding comment to the freehand drawing. 



Using filled 
rectangle, large 

amount of text can 
be marked 

Use other 
tools like 

arrow to be 
more specific 

Add 
comment 
associated 
with the 
markings  

Adding various graphical annotations Arrow, Filled Rectangle etc. 



Also, use circle 
to mark the 

text  

Add comment 
associated with 

the markings 

Adding graphical annotation circle and comment on it. 



To delete the 
markings and 

associated 
comments, Click 

on delete 

Delete the comment by clicking on the delete icon which appears in the comment panel. 



The marking 
as well as 
comment 

gets deleted 



Shared user 
working on the 
document, can 

also interact  

Shared user 
working on 

the document 

Similarly, multiples proofers 
working on same document 
can interact with each other. 

Those interactions are 
reflected in the comment panel 

Comments of other users appears in the Comment panel. 



Step 1: Click on 
Complete   

End of Task 

After completion of the assigned 
task, change the status of the task 

To finish the proofing task just click on the completed menu. 



Step 2: click on 
yes to confirm 
the completion 

of the task 

A confirmation message will appear on the screen. 


