
EliteProof 
Real-time Proofing 

 Reviewing and Correction System 
 

 Dashboard 

 Project Management 

 Report Management 

 Document Management 

 Task Management 

 User Management 

 Role Management 

 Messaging 



Dashboard 



Step 2: 
Click on 
My Tasks 

To view the assigned tasks 

Step 1: 
Click on 
Dashboard 

Dashboard displaying all the tasks assigned to the user 



To view the Tasks shared with me 

Step 2: 
Click on 
Shared 
Tasks 

Step 1: 
Click on 
Dashboard 

Displaying all the shared task with the user 



Step 1: Click on active 
documents 
Step 2: Select the document 
to work, from the list 

To view the active documents 

Displaying list of active documents opened by the user 



To change the input language 

Step 1: Click on 
Manage Input 

Language 
Step 2: Click on 

Virtual 
Keyboard 

Changing the Input method and language by launching the Input Language Setting  



Using virtual 
keyboard, one can 

type in desired 
language 

Displaying Virtual keyboard input method 



To change your password 

Step 1: Click on settings 
Step 2: Click on change 
password  

Changing your password by clicking on the Change Password menu 



Step 3: 
Type new 
password 

Step 4: Click 
on Save 

Change Password dialog box 



To report a problem 

Step 1: click on 
settings  

Step 2: Click on 
Report a problem 

Step 3: Type 
the subject 

and message 

Step 4: 
Click on 

send 

Sending problem report to the Manager 



 
Project Management 

 



To add a new project 

Step 1: Click 
on the Add 
button in 

projects panel 

Step 2: Enter 
the details 
about the 

project 

Step 3: 
Click on 

Save 

Add new project to the system 



To modify the existing project 

Step 1: 
Click on 
Projects 

Step 2: 
Click on 

edit 

Step 3: 
Modify the 

project 
details  

Step 4: 
Click on 

Save 

Modify the details existing project  



To modify the project’s process 

Step 1: 
Click on 
Project 

Step 2: Click 
on modify 

project 
processes  

Step 3: 
Select the 

process 

Adding processes to the selected project 



To add user to  the project 

Step 1: 
Click on 
Project 

Step 2: Click 
on modify 

project user  

Step 3: Select 
the users and 
click on add 

button 

Adding users to the selected project 



To Preview a document 

Step 1: Click on projects tab 
Step 2: Click on project’s 
name 

Step 3: Click 
on preview 
document 

Launching document viewer 



Document 
Preview  

Document Viewer displaying content of the document 



To view the document’s history 

Step 1: Click on projects tab 
Step 2: Click on the project name 
Step 3: Click on the document name 

Viewing the Document history 



Report Management 



To view project’s report 

Step 1: Click on Reports tab 
Step 2: Click on Projects 

Viewing the Project-wise report 



To view user’s report 

Step 1: Click on Reports tab 
Step 2: Click on Users 

Viewing the user-wise report 



Document Management 



To upload a document(s) 

Step 1: Select the 
project 
Step 2: Click on add 
button 

Step 3: Select the 
document 
Step 4: Click on 
choose  

Add new document the EliteProof System 



The message appears 
once the document is 
ready for processing. 

Step 5: Click 
on Close 

Document uploaded successfully and ready for processing 



To assign a task to the user 

Step 1: Click on Projects tab 
Step 2: Select the project 

Step 3: Click 
on the user 

icon 

Assigning document to user  Project  Document Panel 



Step 4: Select the 
user from list 
Step 5: Click on Save 

Select the user  to assign the document 



To search a document  

Step 1: Click on 
Search 

Step 2: Adjust the 
filter(s) and type the 
document name 
Step 3: Click on 
Search button 

Search any document using the Search Panel 



Task Management 



To view tasks 

Step 1: Click on Tasks 
Step 2: Click on project’s 
name  

Task Panel display complete  status of all the projects 



Step 1: Click on project 
in task panel 
Step 2: Click on share 

To share a task  

Sharing a document task by manager 



Step 3: Type 
the user Email. 
Task can be 
shared with 
multiple users 

Step 4: 
Click on Yes 

Sharing a task with multiple users 



User Management 



To view the users 

Step 1: Click on Manage 
Step 2: Click on Users 
The List of Users with their 
email and roles will appear 

Users panel displays details of all the users 



To add a user 

Step 1: Click 
on Add button 

Step 2: 
Enter all the 

details 

Step 3: Click 
on Save 

Adding new user to the EliteProof System.  

NOTE: 
After adding user 
successfully to 
system, the new user  
must be assigned 
some project using 
the project panel. 
After that  user can 
be assigned any task. 



To modify an existing user 

Step 1: 
Click on 

edit 

Step 2: 
Modify the 

details 

Step 3: Click 
on Save 

Modifying User Dialog box 



Role Management 



Step 1: Click on Manage 
Step 2: Click on Roles 
The role and their features  
are listed 

To view the roles 

Role panel displaying all the roles 



Step 1: Click 
on Add  

To add a role 

Step 2: 
select the 
features 

Step 3: 
Grant the 

access Step 4: Click 
on Save 

Adding new role to the system 



To modify an existing role 

Step 1: Click 
on edit 

Step 2: 
Grant or 

remove the 
access 

Step 3: Click 
on Save 

Modifying the Role 



Messaging 



Step 1: Select the 
active users to 
chat with them 

To message a user 

Showing all the connected users 



Step 2: Type in the text 
area to chat 
Step 3: Click on Enter 

Chatting window 


