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REVIEWERS / APPROVERS



3.4 Reviewing or approving a  scope. Establishing the scopes approval team

The scope creator may

establish the approval team,

or your business may have

this approval flow pre-

defined.

Users can invite others to

collaborate, review or

approver a scope from the

‘Teams’ page.



3.5. Reviewing or approving a  scope. Submitting a scope for 
internal review

1. When the scope is

ready for review, the

creator will select

‘Submit’ on the bottom

left adding any

comments for the

reviewer.

2. The SOW can be output by

any of the collaborators,

reviewers and approvers at any

point in xls, .doc, PDF depending

on permissions.

Always add/check/edit your 

collaborating team members before 

submitting your scope



3.5.1 Reviewing a  scope. Reviewing / Approving a scope

1. Once submitted, as a 

reviewer, you will receive a 

notification via email and 

in app to notify you that 

there is a scope ready for 

your review.  

4.  Once you have 

commented on each 

section, click 

‘Complete Review’. 

2.  Click on the orange 

corner arrow to comment 

on a section/component/ 

deliverable.

3.  Write in your comment 

for the creator and click the 

orange arrow. You can add 

comments at any level of 

the scope.



3.5.1 Reviewing or approving a  scope. Reviewing / 
Approving a scope 1. As a scope is submitted 

through approval, it’s 

status will change

3. The pop-up box will let

you know if you have

any deliverables to left

review.

4. Once you’ve made all of

your comments, if changes 

are required by the creator, 

select ‘Reject’. 

5. If you are happy with the

scope, with no feedback or

comments for changes, click

‘accept’. Accepting the scope

will push the scope through to

the next level of approvers.

2. You can review 

deliverables one by one, or 

accept all at once



3.5.1 Reviewing or approving a  scope. Version control

1. When a scope is 

rejected, it will return to 

‘Draft’ status

2. The rejected scope

will create a new version

of the scope

Rejecting the scope with comments will create a new version of 

the scope for the creator to work with, retaining the original for 

reference

3. The scope creator can

clearly see comments to

adjust in the older

version

4. Once adjustments

have been made, the

creator can ‘submit’ the

scope again through the

defined approval flow


