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S T E P - B Y- S T E P  G U I D E  F O R

WORKING WITH THE HOOD  
MARKETING AND COMMUNICATIONS

Creative Team
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THE PROCESS

Go to hood.edu/marcom  
to request a project
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Fill out the Project 
Request Form
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GIVE US  
LOTS OF  

DETAILS!

IMPORTANT!
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Check your email.
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A job will be created for you in Wrike.

A MARCOM professional will be  
assigned for you in Wrike.

Wrike is a web-based, project management application.

The email will be generated from wrike.com but will 
appear with the name of your MARCOM professional.

Click “Open  
Update in Wrike”

A web browser will open to your  
project’s page in Wrike.
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Or, go directly to 
your Wrike window
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This may be done by going to wrike.com and  
signing in. (There is also a Wrike app.)

OR SEARCH BY DEPARTMENT
PROJECTS ARE CATEGORIZED  

BY DEPARTMENT IN THESE  
DROPDOWN MENUS.

 
You will only see the departments you 

have access to.

SEARCH HERE FOR  
YOUR JOB NAME
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Getting to know how to effectively use Wrike

COMMUNICATION WINDOW

This is the only  
part of this page  
in Wrike you will 

type into.
DO NOT EDIT SETTINGS OR  

OTHER DATA OUTSIDE OF THIS PART  
OF THE WINDOW

DO NOT EDIT THIS SECTION
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DOCUMENTS YOU ATTACHED TO 
YOUR PROJECT REQUEST FORM 

ONLINE

COMMUNICATION WITH YOUR 
MARCOM PROFESSIONAL

THEY WILL ATTACH YOUR PDF PROOFS 
IN THIS WAY. CLICK ON THE PDF TO ADD 
COMMENTS/EDIT MARKS (SEE STEP 4).

YOUR MESSAGE BACK TO YOUR 
MARCOM PROFESSIONAL

TYPE YOUR MESSAGES HERE. 

WRITING MESSAGES IN WRIKE

IN ORDER FOR YOUR MARCOM 
PROFESSIONAL AND TEAM TO SEE 
A MESSAGE FROM YOU, YOU MUST 

“TAG” THEM WITHIN YOUR MESSAGE. 
CORRECTLY TAGGED NAMES WILL 

APPEAR BLUE.

TAG = @FIRSTNAME LASTNAME
EX. @John Smith

Only people who are Wrike users will be 
able to be tagged. 

TIP: If you would like all people who were 
previously tagged with the project to see 

your message, type @followers.

Communication in Wrike

IMPORTANT!
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Review and edit your 
designed document

4 IN THE COMMUNICATIONS WINDOW,
CLICK ON YOUR PROOF TO 

OPEN THE REVIEW WINDOW.

CLICK “COMMENTS” IN THE  
TOP BAR

This will allow you to add your  
comments directly on the proof  

on the left.

CHOOSE TOOL FOR MARKING UP

Highlight Text

Arrow Marker

Highlight an Area

Free Draw

Choose Color (of your marks)

CLICK THE “X” IN THE CORNER 
WHEN YOU ARE FINISHED

This will take you back to the  
communications window.

WRITE YOUR COMMENTS AND 
CLICK “SEND”

DON’T  
FORGET  

STEP 5!
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Post your comments 
by tagging
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@John Smith, here are my edits :)

Wait to hear back via a Wrike email, and continue the process 
until the project is complete with your MARCOM professional. 

Upon completion, a final file that is specifically set up for the printer* will be generated  
by your designer and provided to you in Wrike.
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Note: some jobs do not require printing and are digital only. Make sure you ask your designer for your final digital file.
* The file will include PRINT in the file name

YOUR EDITS  
WILL ALSO  

APPEAR HERE  
AUTOMATICALLY

Tag your MARCOM  
professional and/or team 

to let them know edits  
are ready.

IMPORTANT!
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T H A N K  Y O U  F O R  C O M P L E T I N G  T H E  G U I D E

WORKING WITH THE HOOD  
MARKETING AND COMMUNICATIONS CREATIVE TEAM

Congratulations!


