
How to Add a Collaborator to a Proposal 
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2 Click the "Access" tab. 
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3 Click "Add Person" . 
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4 Type the name of the person you would like to view and/or edit your proposal. 
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5 Click the person in the drop down menu. 
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6 
If you would like this person to have edit access, ensure the edit checkbox is 
clicked 
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7 Click "Save" . 
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8 If you need to edit someone's access to your proposal, click "Edit" . 
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9 
You can remove their access to edit the proposal by unchecking the edit box. Be 
sure to click save so your changes aren't lost . 
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11 
You can remove their access entirely by clicking the trash can icon. Be sure to click 
save so your changes aren't lost. 
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