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The endorsement process is the first step to approving and signing a contract. These 
instructions will walk you through how to download a document for editing and upload it 
for approval.  

 
1. Check your email 

 
 

2. Open the email and click “Review Document(s)”  link to navigate to the 
Collaboration Portal. 

 
 
In the collaboration portal: 
 Click “View Reference Files” to see the files associated with the request 
 Click “Comments” to document your changes or questions 
 Click “Preview” to view the request without making changes 
 Click “Approve” to approve the request without making changes 
 Click “Download” to make changes to the request 

Click “Upload” to upload the request after making changes – This will 
AUTOMATICALLY approve your review 

 

Click here! 
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3. Click “Download” to Check Out document for editing. It will pop up at the 
bottom of your screen. Make changes and save it to your computer. Because 
CobbleStone does versioning control, there is no need to change the name of 
the file! 

              
 
 
Review the document for accuracy!  

 Vendor information 
 Pricing 
 Dates 
 Special Terms 
 SPELLING, GRAMMAR, ETC. 
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4. Click “Comments” to detail what changes you made and to see what changes 
other have made. 

 
 

5. Click “Upload” when you’re done adding comments and making changes. 
When you upload the document, your approval is automatic. 

 
 

OR ALTERNATELY 
 

6. Click “Preview” to look at the file without making changes. Use the navigation 
buttons to scroll through the pages. Click the X when you’re done. 
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Review the document for accuracy!  

 Vendor information 
 Pricing 
 Dates 
 Special Terms 
 Spelling, grammar 
 Anything else! Read the document 

 
7. Click Approve. 

 
 
Either way: You’re done! The next person in the Approval que will get notified by the 
system. 
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