
CREATING A NEW REVIEW
FOR PACKAGING - PLEASE SEARCH ON REVIEWSTUDIO FOR ITEM NUMBER BEFORE MAKING 

A NEW REVIEW. UPDATED VERSIONS SHOULD USE THE OLD REVIEW WHEN POSSIBLE.

https://advantuscorp.reviewstudio.com/

ITEM NUMBER(S) AND 
DESCRIPTIVE, SEARCHABLE NAME

UPLOAD NEW VERSION
USE FOR ALL REVISIONS

RENAME UPLOADED FILE

DELETE ONLY THIS UPLOADED FILE 

HIDE ONLY THIS FILE FROM REVIEW

LOCK COMMENTING/APPROVALS ON THIS FILE ONLY

MAKE SURE REVIEW MATCHES BRAND
DO NOT ADD NEW BRANDS!!

DO NOT ADD A NEW PROJECT!
CHOOSE IN PROGRESS OR COMPLETED

These are the current 
default settings. They can 

be adjusted as needed

CLICK NEW REVIEW

CLICK UPLOAD FILES
(RGB WORK BEST)

CLICK 4 DOT SQUARE TO
REVEAL MORE ACTIONS

IF YOU NEED TO EDIT ANY SETTINGS 
AFTER YOU CREATE, CLICK THE OPTIONS 

TAB AT THE TOP TO GO BACK 



SHARING REVIEW
CLICK (+) TO SHARE REVIEW

NOTE: IN THE CURRENT VERSION, THIS MAY
BE HIDDEN BEHIND A GREEN STATUS UPDATE

CLICK THE GUEST TAB
[X] ALLOW GUEST ACCESS

[X] GUESTS SHOULD APPOVE

ADD USERS NEEDED TO APPROVE 
(VERIFY EMAILS ARE CORRECT)

ALWAYS INCLUDE ORIGINAL 
PROJECT REQUESTER ON REVIEWS

CLICK THE NOTIFY TAB
CHECK ALL WHO SHOULD APPOVE

USE TEMPLATES OR WRITE 
YOUR OWN MESSAGE

SEND MESSAGE WHEN READY

HIT COPY LINK AT TOP
PASTE IN CLICKUP COMMENTS

GRAPHICS TEAM / PAID USERS ONLY
(MOST APPROVALS WILL BE GUESTS)

MARK APPROVER IF NECESSARY



ADDING TASKS AND COMMENTS

ALL TASKS AND COMMENTS 
MUST BE RESOLVED BEFORE 
UPLOADING A NEW VERISON, 
OR MARKING A REVIEW AS 
COMPLETED.

DUE TO INDIVIDUAL EMAIL
 SETTINGS, ALL GUESTS MAY 
NOT BE AUTOMATICALLY
 NOTIFIED OF UPDATES, 
CHANGES, AND COMMENTS. 

TO ENSURE VISIBILITY, SEND AGAIN 
THROGH THE NOTIFY TAB.

USE THE FILTER & SORT DROPDOWN 
TO HIDE COMPLETED TASKS

ON THE COMMENTS TAB
CLICK THE CHECKBOX AND ASSIGN 
ACTION ITEMS TO SPECIFIC PEOPLE

OR MARK TASK AS COMPLETED WHEN COMMENTING,
USE THE @ SYMBOL

IF YOU NEED A RESPONSE
FROM A SPECIFIC PERSON 



COMPLETING A REVIEW

ONCE ALL APPROVALS ARE MADE, 
MOVE THE PROJECT FROM BRAND’S

IN PROGRESS TO COMPLETED. 

CHANGE THE STATUS FROM
ACTIVE TO LOCKED. 

THIS WILL STOP ANYONE 
WITH THE LINK FROM MAKING 
FURTHER EDITS OR COMMENTS

DO NOT USE INACTIVE,
IT MAKES THE PROJECT 

INVISIBLE FROM SEARCH 

ONCE FINAL FILE HAS BEEN SENT 
 TO REQUESTER (wetransfer, email etc)

ADD REVIEW LABEL COMPLETE


