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Have user 
account?

N

Y

Notification

Notification

Approve user 
application; 

set privileges 
(account 
settings)

Start new 
Review?

N

YLog in

Manage an 
existing 
Review?

N

Y

Other reasons a user 
may log in:

•Provide feedback on 

materials to be 
reviewed (mainly 
attorneys do this, but 
other users assigned to 
a Review (e.g. 
marketing) can provide 
feedback also)

•User search feature to 

find an old review for 
reference

•Refer to legal 

guidelines information

Close an 
open 

Review?

N

Y

Ways a Review Leader 
can manage an open 
Review:

•Change the deadline

•Add or remove 

Reviewers

• (Super Uses only: 

Delete a Review)

Choose 
Review 

type

NEW COPY REVIEW 
Leader uploads Word and/or Excel 

document(s) to be reviewed

CONTINUE ON PAGE 3

NEW LAYOUT REVIEW 
Leader uploads a single PDF to be 

reviewed (any number of pages)

CONTINUE ON PAGE 6

Once a Review is close, 
the Review leader can:

• View and/or download 

Reviewer’s feedback

•Reopen a current 

Round

•Start a new Round

•Archive it (removes the 

review from their active 
Reviews lists)

Submit new 
user 

application

SUBMITTING MATERIALS FOR REVIEWREVIEW LEADER

To admin

To user



Notification
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STARTING A COPY REVIEW

NEW COPY REVIEW 
Leader or Agency uploads 

Word and/or Excel document(s) 
to be reviewed


CONTINUED FROM PAGE 2

STEP 1:

•Provide basic 

information

•Select 

participants

Notification

STEP 2:

Leader uploads 
document(s) to 
be reviewed 
(and optional 
reference docs)

STEP 3:

•Set deadline 

and optional 
reminders

•Publish

Does Review 
Leader have 
Copy doc(s)?

N

Y

Invite agency 
participant to 

upload doc(s) to 
be reviewed

Agency 
user 

logs in

Notification
PUBLISHED FOR REVIEW 

CONTINUE WITH 
REVIEWER WORKFLOW 

PAGE 4

NOTE THAT AN AGENCY USER CAN EITHER UPLOAD THE DOC(S) TO BE REVIEWED AT THE REQUEST OF THE 
TMNA REVIEW LEADER WHO INITIATED THE REVIEW; OR, THE ACENCY USER CAN INITIATE A REVIEW FROM 

SCRATCH (STEPS 1 & 2); BUT ONLY A TMNA REVIEW LEADER CAN PUBLISH IT (STEP 3).

STEP 2:

Agency uploads 
document(s) to 
be reviewed 
(and optional 
reference docs)

REVIEW LEADER

To agency

To Reviewers

To Review Leader after 
agency uploads doc(s)



PROVIDING FEEDBACK FOR A COPY REVIEW
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PUBLISHED FOR REVIEW 
CONTINUED FROM PAGE 3

Reviewer 
logs inNotification

Opens each 
doc in MS 

Office; makes 
comments with 
“track changes”

THIS ACTIVITY HAPPENS 
OUTSIDE THE TGPP SYSTEM 
ON THE USER’S COMPUTER

Downloads 
doc(s) to be 
reviewed.

Logs back in 
(if logged 

out)

•Uploads edited document

•Marks approval status:


๏ Approved as is

๏ Approved with comments

๏ Not approved, must 

review again

๏ Legal advice given


• Enters optional comments in 
text fields corresponding to 
the specific doc 

Repeat if 
multiple 

documents*

*System allows 
multiple docs but 
Legal prefers one 
doc per review

Notification

ON A REVIEW DASHBOARD, REVIEWERS CAN SEE OTHER COMPLETED REVIEWERS’ COMMENTS

Add or remove 
Legal 

assignments?
N

Y

Updates 
Legal users 

assigned

REVIEW LEADER 
NOTIFIED THAT 
REVIEWER HAS 

COMPLETED

CONTINUE WITH 
REVIEW LEADER 

WORKFLOW PAGE 5

ONLY 
ATTORNEYS 
HAVE THIS 
OPTONS

REVIEWER

To Review 
Leader

To Reviewers

Reads Review 
Overview information 

and notes from 
Review Leader;  

downloads optional 
reference documents

• Enters optional 
comments in 
text fields 
corresponding 
to the overall 
Review


• Marks Review 
Complete  
(can no longer 
change their 
comments)



On Review 
Overview page, 
reads feedback 
and downloads 
Reviewer-edited 

documents
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AFTER REVIEWERS 
ARE COMPLETED 

CONTINUED FROM 
PAGE 4

Review 
Leader 
logs in

Notification

Locates desired  
Review on their 

Reviews 
Maintenance 

page list

Opens each 
Reviewer’s edited 
doc and manually 

consolidates 
feedback onto one 

new document.

THIS ACTIVITY HAPPENS 
OUTSIDE THE TGPP SYSTEM 
ON THE USER’S COMPUTER

Closes the 
Review Round* 
(prevents further 

Reviewer 
feedback)

Uploads 
consolidated 

document

AGENCY OR OTHER PARTICIPANTS 
CAN LOG IN AND DOWNLOAD THE 

DOCUMENT(S) WITH THE 
CONSOLIDATED FEEDBACK

REVIEW LEADER 
COMPLETED 

CAN OPEN A NEW 
ROUND OR 

ARCHIVE THE 
REVIEW

Logs back in 
(if logged 

out)

Send 
notification(s)? N

Y

Notification

Select TMNA 
or agency 

participants 
to receive 

notifications

REPEAT IF 
MULTIPLE 

DOCUMENTS

*Leader must manually 
close each Round (Reviews 
do not automatically close 
at deadline). Reviews can 
be closed regardless of 
whether all assigned 
Reviewers have finished.

REVIEW LEADER GATHERING FEEDBACK FOR A COPY REVIEW

To Review 
Leader

To Review 
participants



STARTING A LAYOUT REVIEW

Notification
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NEW LAYOUT REVIEW 
Leader or Agency uploads 

Word and/or Excel document(s) 
to be reviewed


CONTINUED FROM PAGE 2

STEP 1:

•Provide basic 

information

•Select 

participants

Notification

STEP 2:

Leader uploads 
PDF to be 
reviewed

STEP 3:

•Set deadline 

and optional 
reminders

•Publish

Does Review 
Leader have  

the PDF?

N

Y

Invite agency 
participant to 

upload the PDF 
to be reviewed

Agency 
user 

logs in

Notification
PUBLISHED FOR REVIEW 

CONTINUE WITH 
REVIEWER WORKFLOW 

PAGE 7

NOTE THAT AN AGENCY USER CAN EITHER UPLOAD THE PDF TO BE REVIEWED AT THE REQUEST OF THE 
TMNA REVIEW LEADER WHO INITIATED THE REVIEW; OR, THE ACENCY USER CAN INITIATE A REVIEW 

FROM SCRATCH (STEPS 1 & 2); BUT ONLY A TMNA REVIEW LEADER CAN PUBLISH IT (STEP 3).

STEP 2:

Agency user 
uploads PDF to 
be reviewed

REVIEW LEADER

(OLD STEP 3)


• Add hot spots

(This feature is 
being removed)

System 
processes PDF 

and makes 
images of each 

page

To Review Leader after 
agency uploads PDF

To reviewers

To agency
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PUBLISHED FOR REVIEW 
CONTINUED FROM PAGE 6

Reviewer 
logs inNotification

Reads Review 
Overview information 

and notes from 
Review Leader;  

downloads optional 
reference documents

Downloads PDF 
to be reviewed 
and/or views 
each page in 
the system

For each page:

• Marks approval status:


๏ Approved as is

๏ Approved with comments

๏ Not approved, must review 

again

๏ Legal advice given


• Enters optional comments in 
text fields corresponding to 
the specific PDF page 


• (OLD) Makes optional 
comments for each hot spot 
(this feature is being removed)


• Uploads optional reference 
documents

Notification

• Enters optional 
comments in 
text fields 
corresponding 
to the overall 
Review


• Marks Review 
Complete  
(can no longer 
change their 
comments)

ON A REVIEW DASHBOARD, REVIEWERS CAN SEE OTHER COMPLETED REVIEWERS’ COMMENTS

Add or remove 
Legal 

assignments?
N

Y

Updates 
Legal users 
assigned

REVIEW LEADER 
NOTIFIED THAT 
REVIEWER HAS 

COMPLETED

CONTINUE WITH 
REVIEW LEADER 

WORKFLOW PAGE 8

ONLY 
ATTORNEYS 
HAVE THIS 
OPTONS

REVIEWER PROVIDING FEEDBACK FOR A LAYOUT REVIEW

To Review 
Leader

To Reviewers



On Review 
Overview page, 

reads feedback and 
downloads XLS 

spreadsheet with all 
Reviewers’ 
feedback

TGPP ONLINE |  USER WORKFLOW

8

AFTER REVIEWERS 
ARE COMPLETED 

CONTINUED FROM 
PAGE 7

Review 
Leader 
logs in

Notification

Locates desired  
Review on their 

Reviews 
Maintenance 

page list

Opens XLS 
spreadsheet and 

consolidates 
feedback for the 

agency; saves as a 
new version

THIS ACTIVITY HAPPENS 
OUTSIDE THE TGPP SYSTEM 
ON THE USER’S COMPUTER

Closes the 
Review Round* 
(prevents further 

Reviewer 
feedback)

Uploads 
consolidated 
spreadsheet

AGENCY OR OTHER PARTICIPANTS 
CAN LOG IN AND DOWNLOAD THE 

SPREADSHEET WITH THE 
CONSOLIDATED FEEDBACK

REVIEW LEADER 
COMPLETED 

CAN OPEN A NEW 
ROUND OR 

ARCHIVE THE 
REVIEW

Logs back in 
(if logged 

out)

Send 
notification(s)? N

Y

Notification

Select TMNA 
or agency 

participants 
to receive 

notifications

*Leader must manually 
close each Round (Reviews 
do not automatically close 
at deadline). Reviews can 
be closed regardless of 
whether all assigned 
Reviewers have finished.

REVIEW LEADER GATHERING FEEDBACK FOR A LAYOUT REVIEW

To Review 
participants

To Review 
Leader


