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Select the checkbox to 
prevent splash page 

from appearing.
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1. Help Menu dropdown
2. 15 Minute Timer: User will be logged out of ADDT

after 15 minutes of inactivity
3. Draft filter selection:

1. My Drafts: Drafts you have been assigned to or
you have started working on will show here.

2. All Drafts: Drafts that have been published to
ADDT will show here.

3. Submitted Drafts: Drafts that you have
submitted as commenting complete.
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Draft Familiarization
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Opening a Draft for Comment

1

2
3

1. Select “All Drafts” to see drafts you 
have not started working on.

2. Select “Actions” then “Review” or 
“Review as CR”.

a) Review and Review as CR are 
the same. The names are 
different depending on your 
account role.

3. If the Draft is password protected, 
follow the instructions in your tasking.
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Comments list 
area & tools

Page Navigation 
controls

Toolbar for 
View Options, 

Search, 
Dictionary, & 
Outline tools

Commenting 
workspace
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Click the eye icon
in the toolbar to
open the View

Options window.

Turn comment 
markers and line 
numbers on or
off on the draft

display

You can enlarge the
display of the draft text

in Form View. 
Maximum zoom level is
based on your browser

and screen size.
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Using the Draft Search:
Enter words or phrases to search for in the draft text, then click the magnifying glass in
the search box or use the Enter key to search.
• Use “Match Case” if you want to only return results where capitalization matches

(e.g., “Joint” but not “joint”).
• Use “Whole Word” if you want to only return exact matches for the search word

(e.g., “joint” but not “jointed”).
• Use the up/down arrows to navigate through the results. Each matching result in

the draft is highlighted.
• Note: Search does not support wildcards typed into the search box. If “Whole

Word” is not checked, the search automatically assumes “contains” logic rather
than “exact match” logic.

Number of the currently 
highlighted match, out 

of the total matches 
found in the draft

Click in the gray title bar 
of the box and hold/drag 

to move it around the 
screen.
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Using the ADDT DOD Dictionary Search:
To search for terms/acronyms in the Dictionary:
Enter words in the search box, then use the Enter key to
search.• Choose to search for Terms, Acronyms, or both.
• Use “Match Case” if you want to only return results where capitalization

matches (e.g., “Joint” but not “joint”).
• Use “Whole Word” if you want to only return exact matches for the search

word (e.g., “joint” but not “jointed”).
• Matching results are displayed in a list below the search box.
• A “T” or “A” in front of each result indicates whether it is a Term or Acronym.
• Clicking on an item in the list will expand it to show its Dictionary

definition and will search the entire current draft for any occurrences.
• If the selected term is found within the current draft, use the up and down

arrows next to the term to see the matches within the draft text.

The number of 
occurrences in the draft is
shown under the term, if

applicable.

Click the book icon in
the toolbar to open the

DOD Dictionary window.
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Commenting on Drafts
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1. Select 
text in the 

draft

2. Click Selection 
Comment Button

3. Selected text
will appear here. Edit

the text as desired.

4. Enter your 
rationale

5. Select 
Comment type

6. Save 
comment

7. Submit 
Comment
s
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7 Step Process
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UNCLASSIFIEDTip: For best results when creating a
draft-level General Comment, select
any text in the draft (e.g., the title of

the document), then click the General
Comment button and select “For

Entire Draft.”
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Contributing reviewers MUST mark COMMENTING COMPLETE when
finished for the comments to be included in adjudication.

1. Select Draft Actions to
expand options, then select 
Commenting Complete
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2. Confirm that you want
to mark your 

Commenting Complete
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1. To create a
CRM, Select
‘Comment

Report’
2. Then choose

Format for
CRM

3. Use the drop
downs to
configure the
information
and the way
it is displayed
in the CRM

4. Select Generate
Comment Report
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