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Adding Application Contacts

VERY IMPORTANT: When accessing ProjectDox in the following manner, it is very important that you
only click where instructed to do so. Clicking other items can make the project inaccessible.
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Go to project home page and click on “Edit.”
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Reminder Click ONLY where instructed to do so!!!

Click on the Group tab (see 1).
Select Submitter group (see 2).
In the “Choose Group” drop down list, select “Default Group” (see 3).

Type last name of person you wish to add and press Enter on the keyboard to see if he or she exists in
ProjectDox (see 4).
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If the User you are searching for already exists in ProjectDox, click on the checkbox in front of the
name you wish to add.

Click on “Add Selected Reviewers.” Do NOT EVER click on “Add All Users” as this will add everyone in
the entire ProjectDox database to the project.
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If the User you are searching for does not exist in ProjectDox, click on the “New User” tab.
Type in the person’s First Name, Last Name and email address.

Select “Default Group” under the Site Group drop down menu.

Verify that you have the First Name, Last Name and email address spelled correctly.

Click on the “Invite” button.
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