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Paperless Portal Instructions 
Reply to automatically generated email.  
• Click on the button titled “Start Task” located at the bottom of the email pictured below.  
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Once the task is open you will see directions under the uploaded file. 

 

 
 

Depending on the comment you might also see directions next to the highlighted box 
labeled “Unresolved”. 
 
 

 
 
 

Please write a phrase under the yellow highlighted box “Please enter your responses”. 
These replies can simply be “got it” or “done”. Press the enter key on your keyboard 
when the comment is entered. 
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Prescreen Corrections 
 Please click on the Prescreen Corrections link. 
• You can also click on the “Accept” button.  
 

 
A dialog window will appear with 5 steps.  
• In Step 1, you will see the number of unresolved comments that are waiting for resolution. 
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Click on the “Review Comments” box to review the comments.  
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