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Purpose

Welcome to the PrizmDoc Viewer End User Guide. This guide details how to use the features available in
the Viewer and E-Signature module. The content is made available in both PDF and MS Word format so
that you can update and distribute as needed. The content was updated on April 7, 2022 and may not
be updated in the future. For more information on the PrizmDoc Viewer product and available APIs, refer
to the latest PrizmDoc Viewer product help.
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End User Guides

The Viewer is a web application, running in your web browser, that allows you to view and annotate most
documents, including Microsoft Office and Adobe PDF, without requiring these applications to be installed
on your device.

PrizmDoc Viewer is designed to run on every type of computing device, from desktops and laptops to
tablets/iPads and even mobile phones - anything with a modern web browser should work. The design of
the userinterface will adapt to the different sized screens and input methods (mouse, touch) across each of
these devices, making it easy to work where and how you wish.

The following sections contain detailed information about the various Viewer features available in PrizmDoc
Viewer and how to use them to increase your productivity:

® The Viewer - The Viewer is a web application, running in your web browser, that allows you to view
and annotate most documents.

® [-Signature - The E-Signature module opens up a set of PrizmDoc Viewer workflows based on forms
stored in file formats supported by PrizmDoc Viewer. As with the Viewer, the E-Signature module
works in your website to empower your customers as you see fit.

Viewer Guide

This section contains the following information:

® QOverview
® How To Examples
o View Documents
o Compare Documents
o Use Image Tools for Viewing
0 Use Text Selection Options
o View Embedded Hyperlinks
o Work with Thumbnails
o Work with Email Attachments
o Search Documents
o Search Box and Icons
Search Patterns, Filters & Document Review Features
Use the Fixed Search Terms Feature

Use the Proximity Search Feature

o o o o

Redact Search Results
© Annotate Documents

0 Create Image Stamp Annotations
Create a Polyline Annotation
Create a Strikethrough Annotation

Create a Text Hyperlink Annotation

o O o o

Use Annotation Layers
© Work with Annotation Layers

o Load Annotations
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o Save Annotations
o Redact Documents
o Create a Full Page Redaction
o Use Redaction Reasons
0 Use the Comment Feature
o Use Annotation Comments
0 Use E-Signature Comments
o Use Redaction Comments
o Use Skinny Comments
© Print Documents
0 Print Non-standard Size Documents
o Download Documents
o Downloading the Original Document
© Burning Annotated Content in the Viewer
o0 Burning Redacted Content in the Viewer
© Burning Signed Content in the Viewer
® Reference
o Tools
o0 Viewer Main Screen Options
View Tab
Search Tab
Annotate Tab
Redact Tab
E-Sign Tab
Keyboard Shortcuts
Work with Sticky Mouse Tools

O 0O 0o o o o o

Overview

Overview

This section provides an overview of the Viewer so you can learn about using the functionality quickly and easily.

What is the Viewer?
Understanding the User Interface
Viewing Documents

Interacting with Documents

What is the Viewer?
The Viewer is a web application that lets you view, search, and annotate a large number of document types,
including Microsoft Office, Adobe PDF, and more. The Viewer is designed to work on any device with a web

browser, including desktop and laptop PCs, tablets and smartphones, and will work using a keyboard and mouse
or touch input, all without installing a dedicated app.

Understanding the User Interface

© 2020. Accusoft Corporation. All Rights Reserved.



PrizmDoc Viewer End User Guide 5

Here is an example of how the Viewer looks:

TAB BAR PAGING CONTROLS

TOOLBAR

Achieving True Security in a Cloud-Hosted World

ntroduction

After half a decade of working out the kinks on free, individual user accounts, major commercial
cloud storage services such as Dropbox and Box recently set their sights on the corporate and
small-fo-medium business (SMB) paid-subscription market.

These services have a compelling sales story to tell: Use our cloud to store and share your
company's files, especially documents, Save yourself the hassle of managing the repository,
Use our apps to make your files easily accessible to those who need to share them, on multiple
supported devices. And trust us to keep them secure.

Aftractive though that story may be to some organizations, it runs aground on two basgic truths:

1. There are safer methods that make sharing aven easier.

VIEWING TOOLBAR

Viewing Documents

Once a document is loaded in the Viewer, you have the standard features for reading a document, as well as some
more advanced features. You can scroll freely through the document, navigate between pages using paging
controls, select text, and zoom in and out using a variety of tools, so that you can examine the document in
greater detail.

Moving Between Pages

The Viewer's paging controls let you move between pages. Clicking the buttons on the left and right will take you
to the first and last page, respectively. The other two buttons will take you back and forth one page at a time. If
you want to jump to a specific page, enter the page number into the center input field, and press Enter.

Zooming & Panning

- 175% <

To zoom in or out, press the plus and minus buttons at the bottom of the Viewer. If you need to zoom at a larger
increment, press the zoom percentage to see a list of zoom levels:
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Choose from the list of percentages, or choose Full Width (zoom to the page width), Full Height (zoom to the full
page height), and Full Page (make the entire page fit in the Viewer).

For very precise zooming, the Viewer has Magnifier and Rectangle Zoom tools:
A &

The Magnifier tool acts like a magnifying glass on a paper document. Selecting this tool, and pressing within the
document will magnify that portion of it to see more detail. The Rectangle Zoom tool enables you to press and
drag a rectangle around a portion of the document you want to zoom in on. This lets you choose the exact portion
of the document you want to focus on.

The Pan tool lets you move the view in a different direction, which is very helpful when you're zoomed in and can't
see your whole document. The Pan tool is located at the bottom of the viewer next to the zoom controls:

With the Pan tool active, press and drag the cursor in any direction to pan around the document area.

Page Thumbnails

To see an overview of your document, you can open the Thumbnails panel in the View tab to see small versions of
every page in the document:

Once this panel is open, you can scroll through all of the pages, and press a thumbnail to immediately jump to
that page. There's a slider at the top of the panel that will increase or decrease the size of the thumbnails ifyou
would like to see more or less detail in the thumbnails:
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Whitepaper: Finding

Interacting with Documents

In addition to being able to view documents, you are also able to draw annotations, redact content, add e-
signatures, download, and print documents all without altering the original.

Selecting Text

The Text Selection tool allows you to select text and perform common operations on your selection via the
Immediate Action Menu (IAM).

Once selected, press and drag the cursor to select text on a page. When you're finished, release the cursor. If
you're using a mouse, a small rectangle with a menu icon appears:

.Done right, enabling your employees to collaborate on documents cuts costs by making them
more productive, efficient and effective collectively, in addition to improving the quality of their
output and the business processes that output supports. It's an attractive proposition, and like
many attractive propositions, it's on the other side of a minefieldg .

Hover over this small rectangle, and you will see a list of common actions to perform with this text like Copy,
Highlight, Redact, and more:

Copy...

M Highlight lI
Redact

Ité Link |

£} Strikethrough

. Cancel

On touch devices, when you release the cursor the IAM will appear at the bottom automatically:
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You can choose one of the actions, or press Cancel at the bottom to dismiss the menu.

You will also notice blue text selection handles around the text. If you would like to modify your selection, these
handles can be dragged separately to change the selected text.

Searching

The Viewer contains a powerful search feature that will let you find words, phrases, and common bits of content
like email addresses and postal codes. Opening the Search tab will display a search input box and search operators
like match whole word, match case, and proximity search:

® View Q Search / Annotate § Redact ¥ E-Sign

v Search Document X Q| 66 Aa W B* *E % O

Enter a search term into the input box, and press the Search button or press Enter. The search results panel will
open, displaying the search results. The search term(s) will also be highlighted on the document itself:
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Whitepaper: Finding ROl in Document Collaboration
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For more detailed information on searching, refer to the topic: Working with PrizmDoc Viewer > Viewer End-User
Guides > Viewer Guide > Search Tab.

Annotating Documents

The Viewer allows you to mark up documents using three different categories of annotations: drawing, text, and
image. Opening the Annotate tab will show you all various annotation types you can use:

® View Q Search J/ Annotate B Redact ¥ E-Sign

= N /7008 =T /272 G ¢ =&

Using these tools, you can add a variety of shapes, highlight text, create links to websites, add images, and more.
To add an annotation, press the button for the mark you would like to add. Depending on which tool you've
chosen, you might press and drag to add a shape anywhere on the document and of the size you need, or you
might select a block of text to add a strikethrough.

Once you have added an annotation, a context menu will appear letting you change different settings for that
mark:

m 0O s ]
=]

B- i 100%~

1

11 )
| Include in Burned Document

Depending on the mark type, you can change things like color, border thickness, opacity, and layer order, or
remove it from the document.

Redacting Content
For those working with sensitive content, the Viewer's ability to redact content is a powerful feature. More than
simply hiding content visually, once a document with redactions is exported or "burned," the redacted content is

securely removed from the resulting document. Opening the Redact tab gives you access to three different ways
to create redactions:
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® View Q Search / Annotate @ Redact ¥ E-Sign
= W AR | ©

You may draw redactions of any size you need, create redactions from selected text, or add redactions to an entire
page or range of pages, depending on your needs. Like annotations, redactions have a context menu that gives
you access to settings like fill color, border color, and the chance to add text giving the reason why content has
been redacted.

E-Signing

The Viewer's E-Sign tab allows you to sign, initial, and date documents electronically for convenient signing of
important documents, removing the need to print, sign, scan, or fax paper copies:

® View Q Search J/ Annotate B Redact ¥ E-Sign

You can draw your signature or initials for use in a document, or type it and choose a stylized font for your
signature and initials. All signatures can be saved for use later, and reused among many documents, allowing for
fast and easy e-signing. Once created, you can add a signature to the document, and size it and place it anywhere
a signature is required. You can also quickly add today's date with the Date tool:

Applicant's Signature: gm% S, Date: 03/15/2016

Commenting

After annotations, redactions or e-signatures (collectively known as "marks") have been added to a document in
the Viewer, it's possible to add, reply, and view comments associated with them.

Adding Comments
To add comments to marks, select the object (whether it be an annotation, redaction, or e-signature) to show the

context menu. Pressing the comment button on the context menu will open the add comment dialog. Type into
the input field, and press Done to add your comment (or cancel if you no longer want to add a comment):

Sample comment text.

A

Cancel | Done

Viewing Comments

To see the comments you or others have added to a document, press the comments button in the toolbar:
=

Depending on your screen size or your application’s configuration, you will see all comments displayed in full, or in
"skinny" mode, where comments are indicated by an icon and are shown only when the indicator is pressed:
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To hide the comments, press the comments button in the toolbar again.
Printing
Documents can be printed from the Viewer with standard printing options like page size and orientation, as well as

options for including annotations, redactions and comments. To start the printing process, press the Print button
in the toolbar:

=

Standard printing options like page size and which pages to print are shown first. If you would like to see
additional options, press the More options button:

Print X
Pages Orientation
(e Print All Portrait i
(") Print Current Paper Size
(| 1-5, 8, 10-15 Letter B
Show... 7 Auto Fit Margins
|¢ Annotations Comments
|7 Redactions Do Not Print
[ | Review Redacted Text Redaction Reasons

Do Not Print
Less options « Print

Select any of the options you need, and press the Print button. The Viewer will prepare the document for printing
and launch your web browser’s print window to finish the process.

Downloading

To download documents, you can press the Download button in the toolbar to open the download panel:

¥
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In the download panel, you can choose which document format you want to download, which marks you would
like to include (if any), and the chance to preview what the downloaded document will look like:

Download as...

PDF v
Include...
|q/ Annotations All -

'7 Redactions

]7 E-Signatures

Preview Download

Once you have chosen the download options that meet your needs, press the Download button to start the
download process. When the new file is ready to download, you will see a Save button. Pressing this button will let
you save the new file to your device.

For more details on how to use the Viewer, refer to the section: Viewer Guide.

How To Examples

This section contains detailed information on how to use the Viewer features:

® View Documents

o Compare Documents
Use Image Tools for Viewing
Use Text Selection Options
View Embedded Hyperlinks
Work with Thumbnails
Work with Email Attachments

o 0O O o0 o

® Search Documents
o Search Box and Icons
Search Patterns, Filters & Document Review Features
Use the Fixed Search Terms Feature
Use the Proximity Search Feature

0 O o0 ©o

Redact Search Results
® Annotate Documents

o Create Image Stamp Annotations
Create a Polyline Annotation
Create a Strikethrough Annotation

Create a Text Hyperlink Annotation

o 0 o o

Use Annotation Layers
o Work with Annotation Layers
0 Load Annotations

o Save Annotations

© 2020. Accusoft Corporation. All Rights Reserved.
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Redact Documents
o Create a Full Page Redaction
o Use Redaction Reasons
® Use the Comment Feature
o Use Annotation Comments
o Use E-Signature Comments
o Use Redaction Comments
o Use Skinny Comments

Print Documents
© Print Non-standard Size Documents

Download Documents
Downloading the Original Document
Burning Annotated Content in the Viewer

Burning Redacted Content in the Viewer

0O O o ©o

Burning Signed Content in the Viewer

View Documents

This section contains topics that demonstrate the viewing tools including paging, zoom controls, fit options,
thumbnails, email attachments, and page rotation:

Compare Documents

Use Image Tools for Viewing
Use Text Selection Options
View Embedded Hyperlinks
Work with Thumbnails

Work with Email Attachments

Compare Documents
You can use the Comparison Viewer to upload two Word documents and compare them so you can see the changes
between them. The changes can include formatting modifications such as font or spacing changes, grammatical changes,

or the addition or deletion of words, sentences, clauses or paragraphs.

' Note that you must have a Microsoft Office enabled PrizmDoc Viewer license to use the Comparison Viewer.
Currently, only Word documents are supported.

To use the Comparison Viewer:

1. Click on the Comparison Viewer tab:
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prizmdoc

select a viewer

full viewer

book reader @ comparison vi

Drag and drop the original file here
or click to select a file

Upload

upload documents to compare

Drag and drop the revised file here
or click to select a file

Upload

view a sample comparison

Word Document Revision

2. Click the left Upload button to select your original document:

prizmdoc

select a viewer

full viewer

Drag and drop the original file here
or click to select a file

Upload

book reader @ comparison viewer

upload documents to compare

Drag and drop the revised file here
or click to select a file

Upload

view a Sample comparison

Word Document Revision

3. Click the right Upload button to select your revised document:

prl/md(x:

full viewer

select a viewer

book reader @ comparison viewer

@ original

4. The Comparison Viewer displays the changes between the two documents. You can still use the View tab features:

© 2020. Accusoft Corporation. All Rights Reserved.
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Whitepaper: Finding ROI in Document Collaboration

Done right, enabling your employees to collaborale on documents cuts costs by making them
more productive, efficient and effective ly, in ion to improving the quality of their
output and the business processes that output supports.

The ROI in document collaboration is found in the difference the cost of i i Highlight
collaboration and the cost of not doing so. What does it cost your company when a contract or
proposal is only as good as the input of three workers in one office when it could have benefited
from the expertise and insight of a dozen experts from across the enterprise? What is the cost
of the extra time it takes to finalize a document when workers are collaborating inefficiently via
email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the
wrong version of a document with outdated information or errors because of a glitch in the flow?
What is the cost of making poorer business decisions because decision makers are literally not
“on the same page” of content with strategic and tactical implications? These are the serious
costs every enterprise musl atlempl to quantify before counting up the simple nuts and bolts

of ac )

Hurdles Between (l)nvestment and (R)eturn

12 The barriers to effective collaboration are many challenging and costly, and of a « Formatted: Bullets and Numbering

sizoe ane minht id. i anly fnr the ial nf an enually titanic naunff

5. To review the changes, you can click directly on the revision in the results panel or click on the Up or Down
arrows on the left side of the Comparison Viewer:

N
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Whitepaper: Finding ROI in Document Collaboration

Done right, enabling your employees to co|laborale on documenls cuts cosls by making them
more productive, efficient and effective ly, in to imp g the quality of their
output and the business processes that output supports.

The ROl in document collaboration is found in the difference the cost of i i Highlight
collaboration and the cost of not doing so. What does it cost your company when a contract or
proposal is only as good as the input of three workers in one office when it could have benefited
from the expertise and insight of a dozen experts from across the enterprise? What is the cost
of the extra time it takes to finalize a document when workers are collaborating inefficiently via
email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the
wrong version of a document with outdated information or errors because of a glitch in the flow?
What is the cost of making poorer business decisions because decision makers are literally not
“on the same page” of content with strategic and tactical implications? These are the serious
costs every enterprise musl atlempl to quantify before counting up the simple nuts and bolts

of ac )

Hurdles Between (l)nvestment and (R)eturn

12 The barriers to effective collaboration are many, challenging and costly, and of a « Formatted: Bullets and Numbering

sizo nnoe minht idor tackl anly fnr tho I nf an enually titanic naunff

6. To toggle the results panel on or off, click on the Document Comparison icon on the upper right of the Viewing

tab:
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Whitepaper: Finding ROI in Document Collaboration

Done right, enabling your employees to collaborate on documents cuts costs by making them
more productive, efficient and effective ely, in to imp 1g the quality of their
output and the business processes that output supports.

The ROl in document collaboration is found in the difference the cost of i i Highlight
collaboration and the cost of not doing so. What does it cost your company when a contract or
proposal is only as good as the input of three workers in one office when it could have benefited
from the expertise and insight of a dozen experts from across the enterprise? What is the cost
of the extra time it takes to finalize a document when workers are collaborating inefficiently via
email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the
wrong version of a document with outdated information or errors because of a glitch in the flow?
What is the cost of making poorer business decisions because decision makers are literally not
“on the same page” of content with strategic and tactical implications? These are the serious
costs every enterprise must attempt to quantify before counting up the simple nuts and bolts

of ac ion initiative.

rdles Between (l)nvestment and (R)eturn

_______The barriers to effective collaboration are many, challenging and costly, andof a « Formatted: Bullets and Numbering
sizoe ane minht i tackl anly fnr the ial nf an enually titanic naunff

7. You can use the other Viewer features with this document, such as Search, Annotate, Redact, and E-Sign:

8. To print the document with the revisions included, click on the Print icon on the upper right on the Viewing tab:
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d
Done night, enabling your [ on cuts costs by making them
more productive, efficient and effective collectively, in addition to improving the quality of their
o0 wrong ver 2 output and the business processes that output supports. It's an attractive proposition, and like
socm many attractive propositions, it's on the other side of a minefield
a The ROl in is found in the betwoen the cost of implementing Formatted: Highlight
collaboration and the cost of not doing s0. What does it cost your company when a contract or
proposal is only as good as the input of three workers in one office when it could have benefited
d from the expertise and insight of a dozen experts from across the enterprise? What is the cost
of the extra time it takes to finalize a document when workers are collaborating inefficiently via
email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the
L] wrong version of a document with outdated information or errors because of a glitch in the flow?
Privacy Information
These are the senous
" E costs every enterprise must attempt to quantify before counting up the simple nuts and bolts
e expense of a collaboration initiative.
and (R)e 1
[}
| 1.2 The barriers to effective collaboration are many, challenging and costly, and of a - Formatted: Buliots and Numbering
size one might consider tackling only for the potential of an equally titanic payoff.
El | 2 But conceptually, collaboration is simple: All it tal Formatted: Bullets and Numbering




PrizmDoc Viewer End User Guide

§
NN NN NI NN X

NN N NN

Whitepaper: Finding ROI in Document Collaboration

Done right, enabling your employees to collaborate on documents cuts costs by making them
more productive, efficient and effective ely, in ion to ina the aualitv of their
output and the business processes that output supports.

The ROI in document collaboration is found in the difference the cost of i i Highlight
collaboration and the cost of not doing so. What does it cost your company when a contract or
proposal is only as good as the input of three workers in one office when it could have benefited
from the expertise and insight of a dozen experts from across the enterprise? What is the cost
of the extra time it takes to finalize a document when workers are collaborating inefficiently via
email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the
wrong version of a document with outdated information or errors because of a glitch in the flow?
What is the cost of making poorer business decisions because decision makers are literally not
“on the same page” of content with strategic and tactical implications? These are the serious
costs every enterprise must attempt to quantify before counting up the simple nuts and bolts

of ac ion initiative.

Hurdles Between (l)nvestment and (R)eturn

o | 12 The barriers to effective collaboration are many, challenging and costly, andofa « Formatted: Bullets and Numbering

size ane minht . anly far the ial nf an ennally titanic naunff

9. To save the document with the revisions included, click on the Download icon on the Viewing tab:

§
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N\ 6N N

Whitepaper: Finding ROI in Document Collaboration

Done right, enabling your employees to collaborate on documents cuts costs by making them
more productive, efficient and effective ely, in ion to improving the quality of their
output and the business processes that output supports.

The ROI in document collaboration is found in the difference the cost of i i Highlight
collaboration and the cost of not doing so. What does it cost your company when a contract or

proposal is only as good as the input of three workers in one office when it could have benefited

from the expertise and insight of a dozen experts from across the enterprise? What is the cost

of the extra time it takes to finalize a document when workers are collaborating inefficiently via

email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the

wrong version of a document with outdated information or errors because of a glitch in the flow?

What is the cost of making poorer business decisions because decision makers are literally not

“on the same page” of content with strategic and tactical implications? These are the serious

costs every enterprise must attempt to quantify before counting up the simple nuts and bolts

ofa ] 2

Hurdles Between (l)nvestment and (R)eturn

- | 1.2 The barriers to effective collaboration are many, challenging and costly, and of a « Formatted: Bullets and Numbering
size nno minht i anly fne the ial nf an onually ttanic naunff

10. To compare other Word documents, close the Comparison Viewer and repeat the steps above. Alternatively, you

can use the View a Sample Comparison as shown below to view a sample Word document with revisions:
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prizmdoc

select a viewer

full viewer book reader & comparison viewer

upload documents to compare

Drag and drop the original file here Drag and drop the revised file here
or click to select a file or click to select a file

Upload Upload

view a sample comparison

Word Document Revision

Use Image Tools for Viewing

The Image Tools icon is available on the View tab:

1 of3 p M

The Image Tools feature allows you to adjust the clarity of the document you are viewing:

® Sharpening - on a scale of 0-100, you can adjust the slider to sharpen lines.
® Gamma - on a scale of 0-10, you can adjust the slider to increase or decrease gamma.
® Line Width - on a scale of 1-100, you can adjust the slider to increase or decrease line width.

i Image Tools are available for viewing only. If you print or save the file after applying any of the Image Tools, you
will not see the changes on the printed or saved file.

To use the Image Tools for viewing:

1. If you have documents that you want to adjust the content for clarity, for example, like the following
architectural drawing:
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2. Click on Image Tools and the slider displays:

© 2020. Accusoft Corporation. All Rights Reserved.
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3. Click on each slider and adjust it until you are satisfied with the clarity:
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4. The slider will remain open while you scroll through the document. If you click on the document or click on
another tool, the slider will close.

Demo of Image Tools
The following example shows how the Image Tool feature works to improve your document viewing experience:

Line Drawing
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® View Q Search / Annotate (% Redact < E-Sign
’ g

s A E D

in
i
i

Use Text Selection Options

The Text Selection Mouse Tool is available at the bottom of the Viewer and allows you to Select Text, Pan, Zoom Out,
select viewing options including Percentage, Full Width, Full Height, and Full Page, Zoom In, Fit Content and Full Screen:
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Text Selection provides options to select text, Copy, add a Highlight annotation, Redact text, or add a Hyperlink
annotation from the Context Menu. You can easily modify your text selection by using either touch or mouse:

.Whitepaper; Finding ROl in Document Collaboration

Done right, enabling your employess to coliaborale on documents cuts costs by making tham
maore productve. efficient and effectve colectively, in addton to Improving the quality of thelr
oulput and e business processos that outpul supports 1's an atiractve proposition, and like
many altractive propositons, 1's on the other side of a minefeld

Tha ROl in documnent collabaration & found in the difference between tha cost of implementing
codgnoration and the cost of not doing g0 at goas it cogt maaoy whan 2 coatract o

Sections in this topic:

Adding a Highlight Annotation
Redacting Text

Adding a Hyperlink Annotation
Copying Text (non-touch device)
Copying Text (touch device)
Copying Text (Android device)

Adding a Highlight Annotation

To add a Highlight annotation to text in the document:

1. Click on the Text Selection mousetool:

[ & — 151% + @ &2

2. Select the text you want to highlight and the Context Menu displays:

You havelguc

3. Hover over the Context Menu and select Highlight:
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You have success

Highlight
Feodct
Link

Prizm Ci,,m'onteq

4. The text in your document is now highlighted. Another Context Menu displays:

You have success

Add Comment

Select {b

Cancel

Prizm Conter

5. You can Add Comment, Select the annotation or Cancel.

Redacting Text

To redact text in the document:

1. Click on the Text Selection mouse tool:

[ & — 151% + B X

2. Select the text you want to redact and the Context Menu displays:

You havelguc

3. Hover over the Context Menu and select Redact:
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You have success

Highlight
Fedact

Prizm <unter

4. The text in your document is now redacted. Another Context Menu displays:

successtully

Add Comment {'“_1)

Select
Cancel
®
Prlzm Apply Reason: -Clear Reason- ' O
Apply Reason: Client Privilege
Apply Reason: Privacy Information

Apply Reason: Redacted

5. You can Add Comment, Select the redaction, Cancel or Apply a Redaction Reason.
Adding a Hyperlink Annotation

To add a Hyperlink annotation in the document:

1. Click on the Text Selection mouse tool:

[ & — 151% + B X

2. Select the text you want to add a hyperlink to and the Context Menu displays:
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You havelguc

3. Hover over the Context Menu and select Link:

You have succe

Highlight
Fedact
Link {b

Cancel

Prizm <unt

4. The Hyperlink text box displays. Enter the web address you want to link to and click the Checkmark icon:

You have successfully 1nstalled

Link Wi 3CCcUsoft. com

5. Click on the Hyperlink text annotation and the Comments Menu displays. You can Visit the Link, Add a
Comment, Edit the Link, or Delete the annotation:

& o =
Link E ®

http: e accusoft. com

You have successfully installed

Copying Text (non-touch device)

The Viewer enables users to copy text from SVG enabled documents:

1. To copy text, use the Text Selection tool located under the View tab at the bottom of the screen:

I & — 151% + ©

2. Select the text and the immediate action menu displays. Select Copy...

© 2020. Accusoft Corporation. All Rights Reserved.



PrizmDoc Viewer End User Guide 27

Whitepaper: Finding ROl in Document Collaboration

.Done right, enabling your employees to collaborate on documents cuts costs by making them
more productive, efficient and effective collectively, in addition to improving the quality of their
output and the business processes that output supports..lt’s an attractive proposition, and like
many attractive propositions, it's on the other side of a mir C‘Ow
The ROI in document collaboration is found in the differen ™99 een the cost of implementing
collaboration and the cost of not doing so. What does it ¢¢ Redact  company when a contract or
proposal is only as good as the input of three workers ino ;,,, 2 when it could have benefited
from the expertise and insight of a dozen experts from acr enterprise? What is the cost
of the extra time it takes to finalize a document when work < _ collaborating inefficiently via
email, or snail mail, or fax? What is the cost to your brand when a customer or client sees the

wroni version of a document with outdated information or emors because of a ilitch in the flow?

3. Paste the text as desired.

Copying Text (touch device)

1. Select text and the immediate action menu displays:
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The Benefits of a Zero Footprint Viewer
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Copy...

mxz Highlight =

- Redact

2. Tap on the "Copy..." item.
3. Paste the text as desired.

Copying Text (Android device)

1. Select text and the immediate action menu displays:
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® View 4 4 1 of3 p M
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Copy...

Highlight

Redact

Link

Cancel

2. Tap on the "Copy..." item.
3. Paste the text as desired.

View Embedded Hyperlinks

Viewing embedded hyperlinks is supported for:

e External Links - Office and PDF documents
® Internal Links - PDF documents only

When viewing a document that contains embedded hyperlinks, you can click on the following links:
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® Email addresses

® [ntra-document links (to another page within the document)

e External links to websites

Email addresses

1. When you click on an email address, the 'mail to' box appears and you can click the link to launch your email
client and send an email:

Raj Kamal {rajkamal@microsoft.com)

Prepared by

mailto: rajkamal@microsoft.com

Intra-document links (to another page within the document)

1. When you click on the link, the 'go to page' box appears and you can click on the link to go to that page:

30

+
+

=

Pre-requisites:

Ensure you have ‘CodedUISampleFramework’ sample Coded Ul project

For VS 2010 instaliation & Configuration, go to Appendix: VS 2010 installation Reference
section 3o to page 38,

If you are new to Visual Studio Coded U, Sﬂ") to Appendix: Getting started with V52010
Ensure your application is supported by Coded UL, go to MSDN fink

2. To return to the original page, click on the Thumbnail icon to view the pages within the document and you can
easily scroll back to the page you were on:
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External links to websites

1. When you click on the link, the URL shows and you can click on the link to go to the website:

Figure 1: The topology required for setting up Build, Deploy and Test environment using various
VS components like Build Controller and Agents for Build, Test Controller and Agent for
distributing test and collecting results, Virtual environment for Deployment and Execution
(Reference taken from MSDN)

http Afmsdn microsoft. comien-usdibraryfdalbads aspx
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Work with Thumbnails

The Thumbnails Tool is located on the View tab and offers several ways to view Thumbnails:

® View Q Search J# Annotate & Fedact % E-Sign

To use the Thumbnails Tool for viewing:

1. Click on the Thumbnails Tool. The Thumbnails pane displays:

-

0 L ~ ACtWEX, Ly apprety
2er fretpertl viearny. Wi
157 'What
ORI vewrg
0 Joorpeine chesrs

Gwer 10 pant Gocade, saveral mrhods of weeenq hoee

ThE MNRPEDRS SRS
hrcioghes and how to mske yx

3. Click on and drag the slider to the left to reduce the size of the thumbnails:
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7 Anr

4

4. To further reduce the size of the thumbnails, click on the slider and drag it all the way to theleft:
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To enlarge the size of the thumbnails, click on the slider and drag it all the way to the right.

5. You can also click on the dotted area to resize the Thumbnail pane. Click on the dotted area and drag it to the
right or left as desired:

® View Q Search

P

The Benefits

Drag the dotted bar to the right to expand the pane:

© 2020. Accusoft Corporation. All Rights Reserved.
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View Q Search # Annotate @@ Redact § E-Sign

35

The Benefits

Introduction

Over the past decade
client-server, thin clier
does zero footprint vig
does it require? This ¥
over dated technologi
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Work with Email Attachments

1. To open an email in the Viewer, click Email on the Splash screen:

prizmdoc

select a viewer

select a document
Choose a document to load in the viewer from the list or drag one from your desktop in the drop zone below.

Word Document Excel Document PDF Document AutoCAD Multi-Page TIFF  JPEG ( Email

Drag and drop a file here
or click to select a file

Upload

2. The Viewer opens and displays the email:

® View Q@ seach # Annotate  f8 Redact % E-Sign

From: Issaac Calhoun

Subject: Fwd: Outlook

To: Alina Alvarez

Sent: May 25, 2016 5:08 PM (UTC+00:00)
Attached: RSVP FORM.docx, Legal Invoice_2.xdsx

Come to our Legal
Open House

3. If the email has attachments, you'll see a Paperclip icon located on the left side of thetoolbar with a red circle
indicating the number of attachments. To see the email’s attachments, click the Paperclip:

® View Q Search / Annotate @ Redact ¥ E-Sign

nem)n =l
|

Email

Primary email v 4
From: hou
Su bjec Attachments (2) ok
TO: RSVP FORM.docx ez
Sent: 016
Attach Legal_Invoice_2.xlsx QM )

The Paperclip icon only appears in View mode, and only when the email contains at least one attachment.
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4. The attachments drop-down will display the email’s attachments, and lets you navigate to the attachments and then
back to the original email.

5. To view an attachment, click the name of the attachment you want to view:

® View Q Search # Annotate @ Redact § E-Sign

an + 2 =0
Email

Primary email

Attachments (2)

RSVP FORM.docx v

Rc Legal_Invoice_2.xlsx
A

6. The Viewer displays the attachment, allowing you to perform additional operations on it (for example, Search or
Annotate). To navigate back to the original email or to another attachment, click View to return to View mode, then
click the Paperclip icon to navigate as needed.
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Search Documents

This section explains how to run a simple search on a document and how to access previous and pre-

defined searches:

Search Box and Icons

Redact Search Results

Use the Proximity Search Feature

Use the Fixed Search Terms Feature

Search Patterns, Filters & Document Review Features

Search Box and Icons

To use the search document text box:

38

1. Enter the text you want to search for in the Search Document text box and click the Magnifying Glass (or press

Enter):

Q

2. The Viewer will return the results listing the page number in the left-hand viewing pane. Click on the result you

want and the Viewer will display the page in the right-hand pane:

i= | - vinval

Viewing Result 1 of 3 Y
Next
Page Results Type.
4 and collecting d
results, Virtual
environment for
Deploymen.

mustuse aphysical g
orvirtual environment
that contains

asesinMTM: Select g
thevirtual environment
thatyouwa

= Il ittt Collect Test Impact
Where To Run Tests? LU
Database Server cllant .
Impact systems? | @ DG al(a)(e
[F ———— Run tests
| Collect Data? [Collect System LEUmeSS:
| Infomation | Network Emulation \
e Collect Test Impact |
A| Test Agent Data P:
Q) Lab Agent
© | Build Agent

Figure 1: The topology required for setting up Build, Deploy and Test environment using various
VS components like Build Controller and Agents for Build, Test Controller and Agent for
distributing test and collecting results, Wifii#@ environment for Deployment and Execution
(Reference taken from MSDN)
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3. To clear the search results, click on the X in the Search Document text box:

Q

To use the search icons:

1. Click on the search icon you want to use:

€ Aa W B* *E %

2. Enter the text in the Search Document text box and click the Magnifying Glass (or pressEnter):

Q

3. The Viewer returns the results (for example, the Match Case icon was selected and the word Build was searched
for):

Viewing Result 1 of 12 iy
Next . =
Pae__Reeue e #
3 ..the bigger objective g =
i Build, Deploy and
Testleveragi
pendencies. . . 03
Autornated Build, ObJe‘:tlve

The objective of this artifact is to provide a L200 test automation guidance leveraging VS 2010
Coded Ul features to foster a continuous, consistent and standard automation approach. The

required for setting g
up Build, Deploy and
Jostenmioni document can also be used as a quick jump start guide for beginners.

ious VS ‘
components like

However the bigger objective is BUlild, Deploy and Test leveraging Visual Studio Lab Management
features, which will allow Automation Testers to reap the benefits of the following

ontroller and d
Agents for Build, Test
anilerantAgen e Integrating with the build process for automatic build deployment

toftestwhich are |
like Build Verification
test ar Smn.

s  Execution on VMs
e Capabilities of getting the test automation results reported as part of Test Manager
(MTM) for better reporting.

4. To clear the search results, click on the X in the Search Document text box:

Q

Search Patterns, Filters & Document Review
Features

Search Patterns
The search patterns can be customized to use a wide variety of regular expressions.
To use the search patterns:

1. Click on the Search Document drop-down arrow and select the search pattern you would like to use (for example,
click on Date and then enter the date in the Search Document text box) and click Search (or press Enter):
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Fag
1

= ~ 2010

Wiewl (7 Toggle All

x||Q €6 Aa W B* *E %
g O LIS Social Security Mum...
[ US4 Phone Mumber
[ E-rnail
[ USA Postal Code

[# Date

2. The Viewer returns the results:

40

=~ 2010

Viewing Result 2 of 59
Previous
| ..mation Guidance
using V5 2010

Coded U, Design
Document

.mation Guidance
using V5 2010
Coded Ul Prepared
b

mation Guidance
using V5 2010
Coded U, Design
Document.

cess using Visual
Studio 2010

52010 Coded Ul

28i. Visual
Studtin 2010

Next

“1

Getting Started with g

2010 Coded U

Search Filters & Document Review Features

To use the search filter:

1. Click on the Search Options icon:

- —

2. The default Search Filter is displayed:
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Search Terms A

Mo terms available

I

Markup filters

'« Search text in markup

'« Graphical marks

Redaction Reasons 4

'« Client Privilege
| Privacy Information
'« Redacted

'« Reason not specified

All of the options are selected by default. If you don't want to include one or more of the options in your search,
you can deselect them.

3. Enter the text you want to search for in the Search Document text box and click the Magnifying Glass (or press
Enter):

4. In this example, the term "approved" is entered and the Viewer returns two search terms and four results:

41

i= |~ approved X||Q| 66 Aa W B* *E %
4 Results Found Y.

searchin: @ (@ [ 28 [&

[v approved 1

[v Date 1

Markup filters R

 Search text in markup
[ Graphical marks

, 2010 Coded Ul

Redaction Reasons

[& Client Privilege
[ Privacy Information
| Redacted

[ Reason not specified

This document is appraved by the CEQ
with revisions

12/01/2014 5:14pm

Prepared by

5. Click on the filter icon to view the Page, the Results and the Type found:
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x||Q| 66 Aa W B* *E %

i= | - approved

4 Results Found Y

Previous Next

1 Stamp Annotation 7
1 ..This documentis a
approved by the CEQ
with revisions.
1 Content Redaction - 2

Privacy Information

32 .apas_sahoos_bloga
fehiver20101210/addi
ng-new-control-
suppo.

2010 Coded Ul

Prepared by

@microsoft.com}

This document is approved by the CEO  :=
with revisions,

6. To clear the search results, click on the X in the Search Document text box:

+ Search Document <

Use the Fixed Search Terms Feature

To use the Fixed Search Terms feature:

1. If a preloaded, fixed search is run when the document is loaded, the Viewer will open on the Search tab. A push-
pin icon indicates that the Fixed Search is loaded and is displayed to the right of the Clear button in the Search

input box:
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Page
1

Previous

31 Results Found.

Results

...eving True Security o

in a Cloud-Hosted
World Introduc...

...ounts, major
commercial cloud
storage services such
as...

...ommercial cloud
storage services
such as Dropbox and
Box...

...ription market.
Those services have
a compeliing sales...

...S story to tell: Use
our cloud to store
and share your ...

...ntages of the
commercial cloud
model for document
stor...

...logy. Credibility and
Cloud Services Since
rolling ...

... Credibility and
Cloud Services Since

Next

Achieving True Security in a Eloud-Hosted World

Introduction

After half a decade of working out the kinks on free, individual user accounts, major commercial
cloud storage services such as Dropbox and Box recently set their sights on the corporate and
small-to-medium business (SMB) paid-subscription market.

Those services have a compelling sales story to tell: Use our ¢loud to store and share your
company’s files, especially documents. Save yourself the hassle of managing the repository.
Use our apps to make your files easily accessible to those who need to share them, on multiple
supported devices. And trust us to keep them secure.

Attractive though that story may be to some organizations, it runs aground on two basic truths:

1. There are safer methods that make sharing even easier.

2. No matter how many ways providers assure customers that their files are safe, there's
no escaping the inherent vulnerabilities in putting a third party in control of not only your
document files, but also your encryption keys and log files.

This whitepaper examines the disadvantages of the commercial eloud model for document

storage and sharing, and proposes a safer, more versatile model based on the combination of
secure local storage and HTMLS document viewing technology.

Credibility and Clotid Services

[ & — 2% + @ X

43

2. Click on the push-pin icon (in the Search box) and a list displays showing the Fixed Search Terms that are loaded
in the document:
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® View Q Search
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Those services have
a compeliing sales...

...S story to tell: Use
our cloud to store
and share your ...

...ntages of the
commercial cloud
model for document
stor...

...logy. Credibility and
Cloud Services Since
rolling ...

... Credibility and
es Since

Achieving True Security in a Cloud-Hosted World

Introduction

After half a decade of working out the kinks on free, individual user accounts, major commercial
cloud storage services such as Dropbox and Box recently set their sights on the corporate and
small-to-medium business (SMB) paid-subscription market.

Those services have a compelling sales story to tell: Use our gloud to store and share your
company'’s files, especially documents. Save yourself the hassle of managing the repository.
Use our apps to make your files easily accessible to those who need to share them, on multiple
supported devices. And trust us to keep them secure.

Attractive though that story may be to some organizations, it runs aground on two basic truths:

1. There are safer methods that make sharing even easier.

2. No matter how many ways providers assure customers that their files are safe, there's
no escaping the inherent vulnerabilities in putting a third party in control of not only your
document files, but also your encryption keys and log files.

This whitepaper examines the disadvantages of the commercial eloud model for document

storage and sharing, and proposes a safer, more versatile model based on the combination of
secure local storage and HTMLS document viewing technology.

Credibility and Clotd Services

[ & = 92% + @ X

3. Click on the Search filter and you will see the Fixed Search Terms displayed at the top of the Search panel in their
own section:
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17 cloud 18

[w] service 13

Search Terms

I

No terms available

Achieving True Security in a Eloud-Hosted World

I

Markup filters
Introduction

After half a decade of working out the kinks on free, individual user accounts, major commercial
cloud storage services such as Dropbox and Box recently set their sights on the corporate and
small-to-medium business (SMB) paid-subscription market.

‘7 Search text in markup

[« Graphical marks

Redaction Reasons

I

e Those services have a compelling sales story to tell: Use our ¢loud to store and share your
\\/ Client Privilege company’s files, especially documents. Save yourself the hassle of managing the repository.
‘7 Privacy Information Use our apps to make your files easily accessible to those who need to share them, on multiple
= supported devices. And trust us to keep them secure.

[#] Redacted

— » Attractive though that story may be to some organizations, it runs aground on two basic truths:
‘v Reason not specified

1. There are safer methods that make sharing even easier.
2. No matter how many ways providers assure customers that their files are safe, there's

no escaping the inherent vulnerabilities in putting a third party in control of not only your
document files, but also your encryption keys and log files.

This whitepaper examines the disadvantages of the commercial eloud model for document

storage and sharing, and proposes a safer, more versatile model based on the combination of
secure local storage and HTMLS document viewing technology.

Credibility and Glotd Services

[ & — 2% + @ X

4. You can filter out a Fixed Search Term by de-selecting the checkbox next to the term:
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[+ cloud 18

[ service 13

Search Terms

I

No terms available

Achieving True Security in a Eloud-Hosted World

I

Markup filters
Introduction

ol Graphical " After half a decade of working out the kinks on free, individual user accounts, major commercial
|+ Graphical marks cloud storage services such as Dropbox and Box recently set their sights on the corporate and
% small-to-medium business (SMB) paid-subscription market.

‘7 Search text in markup

I

e Those services have a compelling sales story to tell: Use our ¢loud to store and share your
\\/ Client Privilege company’s files, especially documents. Save yourself the hassle of managing the repository.
‘7 Privacy Information Use our apps to make your files easily accessible to those who need to share them, on multiple
= supported devices. And trust us to keep them secure.

[#] Redacted

— » Attractive though that story may be to some organizations, it runs aground on two basic truths:
‘v Reason not specified

1. There are safer methods that make sharing even easier.
2. No matter how many ways providers assure customers that their files are safe, there's

no escaping the inherent vulnerabilities in putting a third party in control of not only your
document files, but also your encryption keys and log files.

This whitepaper examines the disadvantages of the commercial eloud model for document

storage and sharing, and proposes a safer, more versatile model based on the combination of
secure local storage and HTMLS document viewing technology.

Credibility and Glotd Services

[ & — 2% + @ X

5. You can enter additional search terms along with the Fixed Search Terms:

© 2020. Accusoft Corporation. All Rights Reserved.




PrizmDoc Viewer End User Guide

47

of5 b M

Page
1

Previous

~ security

50 Results Found.
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...ounts, major
commercial cloud
storage services such
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...ommercial cloud
storage services
such as Dropbox and
Box...

...ription market.
Those services have
a compelling sales...

...S story to tell: Use
our cloud to store
and share your ...

...ntages of the
commercial cloud
model for document
stor...

...logy. Credibility and

Achieving True Séectrity in a Clotid-Hosted World

Introduction

After half a decade of working out the kinks on free, individual user accounts, major commercial
cloud storage services such as Dropbox and Box recently set their sights on the corporate and
small-to-medium business (SMB) paid-subscription market.

Those services have a compelling sales story to tell: Use our ¢loud to store and share your
company'’s files, especially documents. Save yourself the hassle of managing the repository.
Use our apps to make your files easily accessible to those who need to share them, on multiple
supported devices. And trust us to keep them secure.

Attractive though that story may be to some organizations, it runs aground on two basic truths:

1. There are safer methods that make sharing even easier.

2. No matter how many ways providers assure customers that their files are safe, there's
no escaping the inherent vulnerabilities in putting a third party in control of not only your
document files, but also your encryption keys and log files.

This whitepaper examines the disadvantages of the commercial ¢loud model for document

storage and sharing, and proposes a safer, more versatile model based on the combination of
secure local storage and HTMLS5 document viewing technology.

Credibility and Glotid S

rvices

[ & — 92% + @ X

6. If you enter additional search terms, they will display in the Search panel under the Fixed Search Terms:
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‘7 cloud 18
|7 service 13
Search Terms A
[ security 1 Achieving True S@giifity in a Cl6lid-Hosted World
Markup filters A

Introduction

|| Search textin markup After half a decade of working out the kinks on free, individual user accounts, major commercial

‘7 Graphical marks cloud storage services such as Dropbox and Box recently set their sights on the corporate and
small-to-medium business (SMB) paid-subscription market.

Redaction Reasons A s

Those services have a compelling sales story to tell: Use our ¢loud to store and share your
[#| Client Privilege company'’s files, especially documents. Save yourself the hassle of managing the repository.
— Use our apps to make your files easily accessible to those who need to share them, on multiple
\‘/ Privacy Information supported devices. And trust us to keep them secure.
‘7 Redacted

Attractive though that story may be to some organizations, it runs aground on two basic truths:

[+ Reason not specified ) )
1. There are safer methods that make sharing even easier.

2. No matter how many ways providers assure customers that their files are safe, there's
no escaping the inherent vulnerabilities in putting a third party in control of not only your
document files, but also your encryption keys and log files.

This whitepaper examines the disadvantages of the commercial ¢loud model for document
storage and sharing, and proposes a safer, more versatile model based on the combination of
secure local storage and HTMLS5 document viewing technology.

Credibility and Clotd Services

[ & — 92% + @ X

7. To clear the search results, click on the Clear button. The additional search terms you entered will be cleared, the
filters return to the default state and the Fixed Search Terms remain:
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EEV ~ Search Document x /@] g6 Aa W B* *E %
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1 ..ommercial cloud 2 Introduction
storage s
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commercial cloud

2. No matter how many ways providers assure customers that their files are safe, there's
model for document

no escaping the inherent vulnerabilities in putting a third party in control of not only your
stor... document files, but also your encryption keys and log files.
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Cloud Services Since

storage and sharing, and proposes a safer, more versatile model based on the combination of

Je il F e secure local storage and HTMLS document viewing technology.
... Credibility and &
SR S 4o Credibility and GIold Sen

[ & — 2% + @ X

Use the Proximity Search Feature

The Search tab contains the Proximity Search feature that helps you search for two terms within a specified
distance of each other. You can perform a proximity search by using the ~n syntax in the search bar, where
"n" represents how many words can be between the first and second search terms and still return a

result. When the search results are displayed, they will be highlighted on the document for ease of viewing.

Please note the following:

® When you select the Proximity Search icon, the other search options will be disabled.

® You must use the "~n" syntax; if you use anything else, you will get an error message.
® |fyourenterthe correct "~n" syntax, but don't select the Proximity Search icon, a normal search is

performed.

The following example shows the Search tab with the Proximity Search icon selected. The Search text box is
pre-filled with the term "Search Document ~n" to help you remember to enter the terms with the ~n syntax:

r- Redact 3/‘ =i

:= | v Search Document ~n X Q O

Proximity Search
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To use the Proximity Search feature to search for terms:

1. From the Search tab, click on the Proximity Search icon:

@ “iew  Annotate B Redact ¥ E-Sign

i= |+ Search Document ~n X || Q O

2. Inthe Search Document text box, enter the two terms you want to search for along with the
number (~n) to indicate the distance between the two terms and press Enter:

Whitepaper: Finding ROl in Document Collaboration

D Sighdl, enibiling your emgloyees o Sollaborsle on SStumens culs cosls by mokin g them
el and alactve collac ivedy. N A0900n 1o IFgoving the qually of ths
aatpul e s primssses Fal owpel auppoda i's an siracive propsaton, and ks
mary atimctiee propossans, i's an the ather sde of a minefiid

In the example above, the terms "collaborate documents ~3" were entered and searched for in the
document. The terms are highlighted in the main viewing window and the results are also shown in the left-
hand viewing pane for easier navigation with multiple search results. Note that the order of the terms you
enter does not matter; you can enter "collaborate documents ~3" or "documents collaborate ~3" and the
same results are returned for viewing.

Redact Search Results

Use the following steps to search for specific terms and redact them throughout the entire document.
To Redact Search Results:

1. From the Search menu, enter the search term(s) in the Search Document text box and press Enter
(or click on the Search icon):

peo e o)

M

.

‘ Whitepaper: Finding ROI! in Document Collabo

f

Ocre nghl, eabinyg yaar employees ks ostaborws an dooumants cate fels sy @

- mate prodacies, efioent and efocine solecdngy, 1t adbon b impanng e gl
et drd (e Dt Vi Processes K culpul Supons. 115 an aradie prpast

‘ TNy MDY SI000stons. B 0n 0o thor side of 3 mnelid

‘ Tha RS in Socement oataboratsn i Fund in e @emncs botwean o 388 of |

colabormtion end a Gl of nol dong 3o Wil dogs o S0l goer corrpany A?IJ‘.
The Search Results pane is displayed with the number of results found.

2. Click onthe Quick Actions icon (lightning bolt) and the Search Terms pane displays, highlighting
the number of terms found in the document:
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® “iew Q@ Search J Annotate

= = cost X |Q

14 Results Found. ‘ Y

Fedact Al

By default the checkbox for the terms is selected.

3. Click Redact All and the search results in the document are redacted. You can click Done or to
select a Redaction Reason, continue with step 4.

Whitepaper: Finding ROI in Document Collabg

Dore nghl. srating your amairmess i oo bbonds on docemens cols [l vy 1
mag prodactra, effciont d aflackes coleciwly, n addion 1o impareng the o
oabzel ard Ihe busreas prodsxses Sl oulad suppors (s an wisectve sropos|
Ty SRR proposeBa e '8 0n Twa Or 20 of & mraSeld

The RO! in document oo bbomion & Yourd b the d¥oarce tewocn (ho [l of

ot and the dnl ot darg . Wead does § [l yoor compaey whan
Propoms) & coly s pood s he rgel of the sorars (n ona ofen whan § coud|

4. To select a Redaction Reason, click on the drop-down menu:

Selections
[ cost 14
Fedaction Reason... -

Enter a reason...
Client Privilege
Privacy Informatian

Redacted
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You can enter your own Redaction Reason or select from a pre-filled list of reasons.

5. When you are finished, click Done.

® Yiew @ Search J Annc

i= | = rcost

14 Results Found. ! Y

Client Privilege M

Done

Annotate Documents

This section explains how to add, modify, and delete annotations, and include in burned documents:

Create Image Stamp Annotations
Create a Polyline Annotation
Create a Strikethrough Annotation

Create a Text Hyperlink Annotation

Use Annotation Layers
o Work with Annotation Layers
© Load Annotations

o Save Annotations

Create Image StampAnnotations

Image Stamps are available under the Annotate menu. You can select a custom image and place it anywhere on your
document. The following example shows Image Stamp Annotations displayed in the Viewer:
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X
Congratulations

To Add an Image Stamp Annotation to Your Document

["§| Image stamp file size needs to be appropriate for the end users web browser and network capabilities. Also, IE8
can handle a maximum image stamp file size of 32KB.

1. Select the Image Stamp annotation:

Q Search J Annotate @ Redact 7 E-Sign

R /7008 T £ ¢ = HE =

2. Draw the image stamp on the document. The floating Context menu displays next to the image stamp:

v
You have -° cessfully

Cancel
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You can Add Comment, Select the image stamp, or Cancel. You can also select the image and move it
anywhere you want on the document.

3. From the Context menu, you can adjust the layer placement, add a comment or delete the image:

s M@ o =

B

4. To choose a different image stamp, click on the image in the Context menu:

s M@ T =

1 =

t

W

5. The Select an Image Stamp dialog box displays:

Select an Image Stamp

=0t By Recently Used

6. Click on the image you want to use and the new image is placed on the document.
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Create a Polyline Annotation

You can add a Polyline annotation to your document. The Polyline is available from the Annotation menu:

Z Annotate B Redact § E-Sign

R 700 ST Z2 ¢ = @B | =

To add a Polyline annotation to your document:

1. Click on the Polyline annotation:

Q Search  J# Annotate ©© Redact S E-Sign

R 7008 T 2Z¢é = @E |=

2. Draw the Polyline annotation where you want it to be on the document. Click to stop the line, then
start drawing again. Double-click to complete drawing the Polyline annotation:

3. After you complete drawing the Polyline annotation, a context menu displays where you can select to
add a comment, select the annotation orcancel:

Prizm|Content Connect

4. Whenyou select the Polyline annotation, you can make other selections from the Comments menu,
such as line thickness, color, layer placement, or add a comment:

H = T =
B-  EH|0% B
=2

5. To delete the Polyline annotation, click on the Trashicon.

Create a Strikethrough Annotation
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You can add a Strikethrough annotation to your document. The Strikethrough is available from the
Annotation menu:

Q Seach J/ Annotate B Redact

To add a Strikethrough annotation to your document:

1. Click on the Strikethrough annotation:

Q Search J Annotate ® Redact

= R /2008 =T2EH¢ a @

2. Highlight the text that you want to strikethrough on the document:

¥s found in the difference between the cost of implementing

NG 50, WietdorT oot yoTrComMpPETT T Toniractor-
[rrerrrrpertrtroraerensshe-artememe What s the cost

} documant when workers are collaborasng inefficiently via
e cost 1o your brand when a customer or dient sees e

3. After you complete highlighting the text, a context menu displays where you can select to add a
comment, select the color of the Strikethrough annotation, select the size of the Strikethrough, or
click a checkbox to burn the annotation into the document:

4. To delete the Strikethrough annotation, click on the Trashicon.

Create a Text Hyperlink Annotation

You can now add a Hyperlink annotation to your document. The Hyperlink annotation is available from the Annotation
menu:

Q, Search J/ Annotate [ Redact

] You can easily modify your hyperlink annotation by using either touch or mouse.

To add a Hyperlink annotation to your document:

1. Click on the Hyperlink annotation:
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® View Q Seach J Annotate B Redact ¥ E-Sign

R /008 =Tv2s@ad

2. Select the text that you want to add the hyperlink to and the link text box appears:

You have successfully installed

Link X

E)

3. Type the web address into the link text box and select the checkbox:

You have successfully installed

Link i ACCLS0fE Com x|+

4. Click on the text with the Hyperlink annotation and the hyperlink appears. Note that "http//:" is automatically
added to the link for you:

’

Congratulations

You have successfully installed

5. You can edit the hyperlink by clicking on the pen icon. From the comment menu, you can change the link, add a
comment, select the checkbox to burn the hyperlink into the document or delete the hyperlink:

e B o =
Link == B8 H

http:/fwww. accusoft.com

’_ nclude in Burned Document

6. You can also select a different color for the hyperlink:

e B T =
N- (= JY
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7. When finished, click on the hyperlink to go to the web site.

Use Annotation Layers

This section explains how to load, save, and copy/merge annotation layers:

® Work with Annotation Layers
® |oad Annotations
e Save Annotations

Work with Annotation Layers

The Annotation Layering functionality allows you to create, view and manage multiple sets of annotations
within a document and improves collaboration during document reviewing.

This section covers how to use annotation layers within a document and assumes you are already familiar
with adding annotations and redactions to your document. If you have not added annotations or
redactions to your document, refer to the following topics first: Working with Annotations and Working
with Redactions.

This topic contains the following sections:

Introduction

How to Create & Save Your Own Layer under the ‘My Annotations' Pane

How to Load Annotations from other Reviewers from the "My Annotations' Pane
How to Edit the Name of an Annotation Layer under the 'My Annotations' Pane
How to Hide an Annotation Layer under the '"My Annotations' Pane

How to Load and Review Annotations from the 'Annotations for Review' Pane
How to Show & Hide Annotations from the 'Annotations for Review' Pane

How to Merge Annotations from the 'Annotations for Review' Pane

How to Merge all Annotations from the 'Annotations for Review' Pane
Introduction

The Annotation Layer functionality is located under both the Annotate and Redact tabs:

Annotate tab:

Z Annotate @ Redact S E-Sigr

Z Annotate @ Redact S|

I @ Once you click on the Annotation Layers icon, you can go to the other tabs (View, Search, E-Sign)
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| and the Annotation Layers pane remains displayed.

To open the Annotation Layers pane, click the Annotation Layers icon from the toolbar:

J
T ‘

Whitepaper: Finding RO! in Document Collaboration
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collatoralion aod he Cost Of ol Aoy so. What does § cost your Somps Ty when & contract o
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There are two sections on the Annotation Layers pane that you can use - ‘My Annotations' and
'‘Annotations for Review":

=N /00 s T

Mo annotations for review.

® My Annotations Pane - Load annotations, save annotations and edit the layer name.
e Annotations Review Pane - Load annotations and review, show/hide all annotations in one click,
merge specific annotations or merge all annotations in one click.

The 'My Annotations' Pane

How to Create & Save Your Own Layer under the 'My Annotations’' Pane

@\ These steps assume you already know how to add annotations to a document. If you have not
added annotations or redactions to your document before, refer to the following topics
first: Working with Annotations and Working with Redactions.

Draw an annotation on the document and add a comment.

2. Draw a redaction on the document and add a comment.

When you click on either the annotation or redaction, the comment displays a Reply field so
another reviewer can respond to your comment in that layer:
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Example Annotation 1 =

OF/ 232075 4020w

Heply...

3. Under My Annotations, click on the Annotation Layers icon and three options display (Edit
Name, Load Annotations, Save Annotations):

® view QO Search @ Annot

/700§ T

by Annotations

Unnamed Edit Mame
Losd &nnotations

ENED S ave Annaotations

Mo annotations for review.

4. Select Save Annotations. The Save As field displays:

@ ‘iew Q@ Search @ Annot

=N /700§ T

4 Save Annotations

SaveE a5

5. Enter the Layer Name and click Save.
6. A green notification bar displays stating the annotation and redaction are now saved in that layer.

How to Load Annotations from other Reviewers from the ‘My Annotations' Pane

1. Under My Annotations, click on the Annotation Layersicon and three options display (Edit
Name, Load Annotations, Save Annotations):
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by Annotations
Unnamed Edit Mame
Losd &nnotations

ENED S ave Annaotations

Mo annotations for review.

2. Select Load Annotations. The Load Annotations pane displays:

Load Annotation Layer... -

HR Manager
Jeft
Wlanager

new [ayar

3. Selectthe annotations set you want to edit from the drop-down and another reviewer's

annotations (from their Iazer) are disEIazed on the document:

.-
|

- » »

Whitepaper: Finding ROI in Document Collaboratior
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I ' The name of the layer that a comment belongs to is displayed next to the date and time in
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| the comment (as shown above in the yellow highlighted area).

61

4. You can review their annotations and reply to their comments. You can also add your own

annotations and comments to their layer:

’/
O]

Finding ROI! in Document
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Mo annotations for rewiew.

L

-

6. A green notification bar displays notifying you that your changes are now saved in that layer.

How to Edit the Name of an Annotation Layer under the ‘My Annotations' Pane

1. Under My Annotations, click on the Annotation Layers icon and select Edit Name:

® view Q Search A

/700§ T

by Annotations

Unnarmed Edit Mame

Losd &nnotations

Annotatio

Save Annotations

Mo annotations for review.
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2. Add a Layer Name in the field and then press Enter:

@ view Q Search @ Annot

/770088 T

My Annotations

Test Layer 1 L0

Annotations for Beview

Mo annotations for resiew.

How to Hide an Annotation Layer under the ‘My Annotations' Pane

1. Under My Annotations, click on the Eye icon to toggle hide/show annotation layers on or off:

Annotation layers showing:

@ view Q Search @ Annot

/700§ T

by Annotations

Test Layer 1 L0

Annotation layers hidden:

® “iew Q Search J# Annot

/700 s T

by Annaotations

Test Layer 1 L2

2 If you hide a layer that contains redactions, those redactions will not save with the document.

The 'Annotations for Review' Pane
How to Load and Review Annotations from the 'Annotations for Review' Pane

1. Under Annotations for Review, click on the Annotation Layers icon and five options display
(Load Annotations, Show All, Hide All, Merge Annotations, and Merge All Annotations):
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@ view Q Search & Annot

N /700s T

by Annotations

T Lead @®

Annotations for Review

HRE Mana Load Annatations
Show All
Hide All
Merge Annotations

hlerge All Annotations

2. Click on Load Annotations and a list of annotations for review are displayed:

Q Search J Annot

/77008 T

4 Load Annotations

select annotations for review

r Toggfe Al

r HR Manager
[ ] Jeff

r fWanager
r new layer

r Fayroll Supervisor
[ testi h

3. If you want to select all the annotations for review, select Toggle All and click Done:
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@ ‘iew Q@ Search @ Annot

=" /700§ T

4 Load Annotations

F HR tanager

[ Jeff
F Manager

|7 new layer
F Fayroll Supervisor
[ test v

Cone

Orifyou only want to load and review specific annotations, select the checkbox in front of each
set of annotations you want to review and click Done:

® “iew @ Search  J Annot

=N /00 s T

4 Load Annotations

l_ HE Manager
[ ] Jeff
I; flanager

new layer

F Fayroll Supemvisor
[ tastt v

Done

How to Show & Hide Annotations from the 'Annotations for Review' Pane

1. To show all annotations, click on the Annotation Layers icon and select Show All:
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Y Lead

hanager

by Annotations

Annotations for Review

Payrall S Show All

Load &nnotations

Hide All
Merge Annotations

herge All Annotations

The Eye icon is displayed:

Y Lead

hanager

10/
Payroll Supervisar @

Q, Search # Annot

2. To hide all annotations, click on the Annotation Layers icon and select Hide All:
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by Annaotations

™ Lead &

Annotations for Review

Manager | Load Annotations
| show All
Hide All

Fayrall

Merge Annotations

hlerge All Annotations

The Eye icon is displayed showing they are now hidden:

® “iew Q Search  J* Annot

N /700s T

My Annotations

T Lead &

Annotations for Beview

Manager &
@

Fayrall Supervisar

g If you hide a layer that contains redactions, those redactions will not burn with the document.

How to Merge Annotations from the 'Annotations for Review' Pane

Note that when you merge annotations from one layer to another layer, the original layer name will stay
with any comments made in the original layer.

1. To merge annotations, click on the Annotation Layers icon and select Merge Annotations:
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® view Q Search  J# Annot

/700§ T

by Annotations

Y Lead L0

Annotations for Review
hlanager  Load Annotations
gl Show Al

Hide All

Fayroll

Merge Annotations

Merge All Annotations

2. To select all annotations, select Toggle All:

by Annotations

Y Lead L0

Annotations for Review

F Toggfe Al
|7 Manager &
|7 Fayroll Supervisor L

Merge Selected to My Annotations

Cancel

If you want to select specific annotations, select the checkbox in front of the annotations you
want to merge:
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by Annotations

T Lead @®

Annotations for e

@

l? Manager
l_ Fayrall Supervisor ®

Merge Selected to My Annotations

Cancel

3. Whenyou are done making your selections, click Merge Selected to My Annotations. The
annotations that you selected have been merged with your annotations.

How to Merge all Annotations from the ‘Annotations for Review' Pane

Note that when you merge annotations from one layer to another layer, the original layer name will stay
with any comments made in the original layer.

1. To merge all annotations, click on the Annotation Layers icon and select Merge All Annotations:

T Lead &

Manager| Load Annotations

Payrall 5 Show Al
Hide All
herge Annaotations

Merge All Annotations

All annotations have been merged with your annotations.
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Load Annotations

Loading Previously Saved Annotations

To load previously saved annotations, follow the steps shown below:

1. Select Annotation tab 2. Select 'load’ icon

RNR/700T & 7 » | & A=

Sedect an annotation record 1o load

T ‘I 3. Select an annotation record
from the.Iist.
ngratulations

If no pre-existing annotation files exist for the loaded document, the message shown below appears.
Also, the annotation file selection list will be disabled:

NR/700T& 272 » |

No annotations associated with this
document. Nothing to lcad

Congratulations 1 Select load icon
one and one
one of one

8 2 Oty s -
2. See this message if no,pre-existing markups.

Onle we're
On%e 30/10/2012
3012712 3/3/12 33.12
You have successfully installed
10/10/12
Prizm Content Connect
12-12-2012

The Unsaved warning dialog below appears if you attempt to load an annotation file and might lose
existing, unsaved annotations. To continue, select from one of the three available options:
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Messageldisplayedliffyoultiyatollcadfan)
annotationjrecordlwithlunsavedfannotation

updateslinthe}viewer

You have unsaved annotations. Please choose:

Save.
Save as...

Proceed and lose changes

Save Annotations

Saving Annotations

After adding annotations to a document, you can save the annotations for later use by following the
steps shown below:

1. Create an annotation 2. Select 'save' icon
Page
R 00T & 2 | & A=

/ e

]
IRGYRNALNION

scelect ‘Save'

If no annotations have been added, modified, or deleted from the loaded document, the Nothing to
Save message appears:
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RZ0O00 T &= £ » 1

Nothing o Save

. 1. Select save icon
Congratulations
one and one
one of one

2. See this message if Hﬁ‘:,annotation changes

have been made. Onle we're
On%e 30/10/2012

301212 37312 3.3.12
You have successfully installed
10/10/12
Prizm Content Connect
12-12-2012

If you attempt to save annotations with a pre-existing file name, you will be prompted as shown below.
To continue, select from one of the three available options:

The file name you entered already exists. Please choose

Overwrite

Save with another name. .,

Cancel save

Redact Documents

This section explains how to add, modify, and delete redactions, use redaction reasons and the redaction
view mode:

® C(Create a Full Page Redaction

® Use Redaction Reasons

Create a Full Page Redaction

You can create a full page redaction in your document. You have the option to redact the current page,
all pages or a range of pages and you can select a Redaction Reason to apply to the pages that will be
redacted. The Redact Full Pages mouse tool is available from the Redact menu:
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Q, Search Z Annotate i® Redact 4 E-Sign

To create a full page redaction:

1. Click on Redact Full Pages on the Redact menu. The Redact Full Pages dialog box displays:

x

Redact Full Pages

All pades
" Current page

Fage range

P Select. .

Cancel Redact

2. Select either Current Page (default), All Pages or Page Range.
3. If you want to apply a Redaction Reason, click on the drop-down and select the reason:

Redact Full Pages

All pages
& Current page

FPadge range

Reason Select. .

-Clear Feason-
Cancel Redact
Client Privilege

Frivacy Information

Redacted

4. When you have finished making your selection, click Redact. The Full Page Redaction is applied to
your document.

| @ You can print and review redacted text in a document by selecting the 'Review Redacted Text'
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| checkbox on the Print dialog box. The Print button is available on the View menu.

To delete a full page redaction:

1. Click on the page that has the full page redaction. An immediate action menu displays:

Q, Search & Annotate [ Fedact % E-Sign

2. Click on the immediate action menu and select Delete:

Q, Search F Annotate 5 Redact < E-=ign

Add Comment

Delete {b

Cancel

|‘§|_'" Note that you can only delete one full page redaction at a time. If you have more full page
redactions in the document to delete, you must go to that page and repeat steps 1 and 2
above.
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Use Redaction Reasons

Redaction reasons allow you to redact content and add a redaction reason. You can add redactions in bulk mode (also known
as "sticky mode”). With multiple redaction reasons enabled, you can apply multiple reasons selected from the list to any
redaction. Refer to the PrizmDoc Viewer topic, Enable Redaction Reasons for more information on how to customize
Redaction Reasons.

What happens to the redaction reasons text:

® |tis displayed over the redacted text.
® |t is burned into the document.

® |t can be saved to PDF and printed out.

Redaction reasons are available under the Redaction menu:

® View Q Search / Annotate [ Redact ¥ E-Sign

["g| Redaction Reasons are not viewable when the Redaction View Mode is turned on.

To Add & Save a Redaction Reason to a Document

Redaction reasons are available with the following redactions: Filled Rectangle, Text Selection, and Full Page. The
following instructions use the Text Selection redaction as the example.

1. Click on the Text Selection redaction icon:

® View Q Search /# Annotate @ Redat ¥ E-Sign

Hurdles Between (I)nvestment and (R)eturn

Eonsidertackling only for the potential of an equally titanic payoff.

But conceptually, collaboration is simple: All it takes is enabling all
to view and annotate (or edit, with tracking) that document, and eff
and workflow. It should be simple. Here’s why it’s not:

3. Hover over the Context menu and the available options display:
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nnotate @ Redact ¥ E-Sign

Hurdles Between (I)nvestment and (R)eturn

I |y for the potential of an equally titanic payoff.

Add Comment
But conceptually, ©cefesor s simple: All it takes is enabling all
to view and annot ‘“iaz‘easfpl th tracking) that document, and eff
and workflow. It st~ ..., nomaen € HeEre’'s why it's not:
[ 1.c: Redacted
Too many documents of too many different types: Making em
empowering them to use whatever applications -- and resulting flle

4. Select the Redaction Reason(s) you want to apply:

h / Annotate B Redact & E-Sign

Hurdles Between (l)nvestment and (R)eturn

only for the potential of an equally titanic payoff.

Add Comment

But conceptually, cearRreasons is simple: All it takes is enabling all
to view and anno ©" " ith tracking) that document, and eff

«| 1.a: Client Privilege

and workflow. It s _ lle. Here’s why it’s not:

1.b: Privacy Information

1.c: Redacted

Too many documents, ot too many different types: Making em
empowering them to use whatever applications -- and resulting file

5. Or, you can select Enter a reason...

checkmark to apply the reason:

notate  f® Redact & E-Sign

Hurdles Between (l)nvestment and (R)eturn

only for the potential of an equally titanic payoff.
Reason: [Confidential X] v

But conceptually, collaboration is simple: All it takes is enabling all

to view and annotate (or edit, with tracking) that document, and eff

and workflow. It should be simple. Here’s why it’s not:

to create your own custom redaction reason and then click on the

6. To edit the Redaction Reason(s), click on the Redaction and the Context menu displays:

&) If you hover over the redaction, it is transparent. Note that the redaction reason text is displayed in the
redacted area. If there are multiple lines of redacted text, the reason is displayed on each line of text.

wie @ Redact  § F M4 1 oo4h M
[CR B 3

Hurdles Between (l)nvestment and (R)eturn

| an equally titanic payoff.

and workflow. It should be simple. Here’s why it’s not:

1.a;1.b; 1.c

But conceptually, collaboration is simple: All it takes is enabling all stakeholders in a document
to view and annotate (or edit, with tracking) that document, and effectively managing versioning

-

t

Click the drop-down to select another Redaction Reason or edit the Custom Reason. You can also add a
comment or delete the Redaction from the Comments menu.

7. When you are ready to save your redactions, click the Save icon:
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= 5 &

8. The Save Annotations panel displays on the left-hand side of the Viewer:

Q Search / Annotate @ Redad ¥ E-Sign

4 Save Annotations

Save as

9. In the Save as: field, enter a name for the redaction and click Save:

Z Annotate  f@ Redact & E-Sigr

4 Save Annotations

Save as

Confidential Review| Save

To Apply Redaction Reasons in Bulk to a Document
This section explains how you can easily add mulptiple redactions with the same set of reasons.

1. Double-click on the Text Selection redaction icon which turns on the bulk mode:

2. On the right-hand side of the Viewer Ul, the Context menu displays:

u g o Be e

Hurdles Between (I)nvestment and (R)eturn = T &

The barriers to effective collaboration are many, challenging and costly, and of a size one might
consider tackling only for the potential of an equally titanic payoff.

3. From the drop-down menu, select the Redaction Reasons you want to use:

Hurdles Between (l)nvestment and (R)eturn 2 T -

The barriers to effective collaboration are many, challenging and costly, and of a size one mi¢
consider tackling only for the potential of an equally titanic payoff.

But conceptually, collaboration is simple: All it takes is enabling all stakeholders in a document

4. Now you can select text throughout the document and the multiple redaction reasons will be applied:
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Hurdles Between (I)nvestment and (R)eturn

1.a:1.b;1.0
1.a;1.b;1.c

1.a;1.b;1.c
1.a;1b;1.c

Too many documents, of too many different types: Making employees productive means
empowering them to use whatever applications -- and resulting file formats -- best suit their
work. companies are forced either to license a myriad of
software for every user to ensure all users can work with every file type on which they might be
expected to collaborate, or to undermine workers’ creativity and productivity by drastically
limiting supported applications and supported file types. Neither is an attractive option.

1.a;1.b;1.c
f1:a:1.b;1.c
-- nor should they, given the productivity boost companies enjoy when
employees have a work computer in their pockets wherever they go. Disappearing are the days
when the company permitted -- and often supplied -- a limited choice of devices; IEKREEIN

I &8 — 20% 4+ @ 3

Use the Comment Feature

This section explains the purpose of the comment viewing modes, and how to add, edit, or delete
comments on your own layer, and how to respond to comments on other layers:

Use Annotation Comments
Use E-Signature Comments

Use Redaction Comments

Use Skinny Comments

Use Annotation Comments

Comments are available under the Annotate menu. You can add, edit or delete a comment for the
following annotations: image stamp, arrow, line, rectangle, ellipse, text, freehand, stamp and highlight.

| {Z] When in Horizontal Layout Mode, comments are not supported in the Viewer.

The following example shows comments displayed in the Viewer:

li Approved I I

Congratulations

You have successfully installed

Note that you can hide or show the comments by clicking on the Comments Panel icon located in the
upper right-hand corner of the Viewer:
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B o=l

To Add a Comment to an Annotation

1. Select the annotation you want to use and draw it on the document.

2. A mini-content menu immediately displays near the bottom right of the annotation:

Approved

3. Hover over the mini-context menu and the following options are displayed: Add Comment,
Select or Cancel:

Approved

Add Comment
elect

You have

4. Select Add Comment. A text box displays to the right of thedocument:

Type comment here

o

Cancel || Done

5. Type in your comment and click Done.
To Add a Comment to an Existing Annotation

1. Click on an existing annotation. A context menu displays to the right of the document:

= = T =

B - Approved 2
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2. Select the Comment icon. A text box displays to the right of the document:

Type comment here

A

Cancel || Done

3. Type in your comment and click Done.
To Edit a Comment

1. Click on an existing annotation. The comment box displays to the right of the document:

Type comment here

A

Cancel || Done

2. Hover over the context menu on the comment box. Click on the Pen icon:

Type comment here T /7
JOTS 2004 12:35am

271

3. Make your edits to the comment and click Done.
To Delete a Comment

1. Click on an existing annotation. The comment box displays to the right of the document:

Type camment hare

A

Cancel || Done

2. Hover over the context menu on the comment box:

Type comment here w /7
JOTE2004 12: 35am

271

3. Click on the Trash icon to delete the comment.

Use E-Sighature Comments

Comments are available under the E-Signature menu. You can add, edit or delete a comment for the following

eSignatures: Freehand, Text and Place Date.
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| ] When in Horizontal Layout Mode, comments are not supported in the Viewer.

The following example shows comments displayed in the Viewer:

RNN

Over the past decade. sswees msthods of vereng Fave come Mo wee — ActveX. Java apgiets
chorrianrver, thin cliont slc. Bt recently $1 bues has beon about s foofport wneng . What
does 260 fOORINT viewi' mean. and how affersnt s It from ofer viewng methods? Wiat
266 1t Facpim 7 This whitspa per Asoussas soma of tha banatts of uaing Zam Sotprnt viewng
over datncd Sechnoiog s and how 1o maks your spplcston mady o Base 2ero Hog clers

Tha Wab hars Changae POW DR0pIa SONSUMe. Shars: SSCOvar and con et with conent. Lsers
A0 Lplading comar inlo web DET SySemE Whather £5 a0 antaprse oomsnt masagsmant
sysienn (COM ). customes rslationship mranepemant syslem (CFRM) o any olber Tie systery

They want %0 seard assly sccess and shaee s comert with ofhers. without s dovice
hardwern, anct scfasm (ntstions of Saditonsl dealiop systens.  Viewers baset on ActiX o

.- + 8

Note that you can hide or show the comments by clicking on the Comments Panel icon located in the upper right-
hand corner of the Viewer:

B = o

To Add a Comment to an E-Signature

This section uses the Place Date E-Signature as an example. You can also add comments to the Freehand and Text
eSignatures.

1. Select the Place Date E-Signature you want to use and draw it on the document:

rch # Annotate ® Redact S E-Sign

03/19/2015

The Benefits of a Zero Footprint Viewer

2. Click on the Date and the comment box appears to the right:
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Q, Search  # Annotate [® Redact % E-Sign

03/19/2015

The Benefits of a Zero Footprint Viewer

3. Click on the Comment icon in the comment box. A text box displays:

Type comment here

A

Cancel || Done

4. Type in your comment and click Done.
To Add a Comment to an Existing E-Signature

1. Click on an existing E-Signature. A context menu displays to the right of the document:

R = T =
H- B

2. Select the Comment icon. A text box displays to the right of the document:

Type comment here

A

Cancel || Done

3. Type in your comment and click Done.
To Edit a Comment

1. Click on an existing E-Signature. The comment box displays to the right of the document:

Type comment here

A

Cancel || Done

2. Hover over the context menu on the comment box. Click on the Pen icon:
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=]
N
7101

Type comment here

TS 2074 12:35am

3. Make your edits to the comment and click Done.

To Delete a Comment

1. Click on an existing E-Signature. The comment box displays to the right of the document:

Type camment here

A

Cancel || Done

2. Hover over the context menu on the comment box:

Type comment here w7 =
TOTE2094 12: 30am %

3. Click on the Trash icon to delete the comment.

Use Redaction Comments

Comments are available under the Redact menu. You can add, edit or delete a comment for the following
redactions: image stamp, filled rectangle, transparent rectangle, text, stamp, and text selection.

| @ When in Horizontal Layout Mode, comments are not supported in the Viewer.

The following example shows comments displayed in the Viewer:

Congratulations

v X

You have successfully installed

e e e Y

Note that you can hide or show the comments by clicking on the Comments Panel icon located in the
upper right-hand corner of the Viewer:
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J

= =

To Add a Comment to a Redaction

1. Select the redaction you want to use and draw it on the document.
2. A mini-content menu immediately displays near the bottom right of the redaction:

Approved

You have

3. Hover over the mini-context menu and the following options are displayed: Add Comment,
Select or Cancel:

Approved

You ha'-- © 10

Cancel

4. Select Add Comment. A text box displays to the right of thedocument:

Type comment here

A

Cancel || Done

5. Type in your comment and click Done.

To Add a Comment to an Existing Redaction
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1. Click on an existing redaction. A context menu displays to the right of the document:

= 8

Approved

]

B t

2. Select the Comment icon. A text box displays to the right of the document:

Type comment here

Cancel

]

Daone

3. Type in your comment and click Done.

To Edit a Comment

1. Click on an existing redaction. The comment box displays to the right of the document:

Type comment here

Cancel

e

Daone

2. Hover over the context menu on the comment box. Click on the Pen icon:

Type comment here

JOTH 2074 12 35am

o

¥ 4

271

3. Make your edits to the comment and click Done.

To Delete a Comment

1. Click on an existing redaction. The comment box displays to the right of the document:

Type comment here

Cancel

A

Daone

2. Hover over the context menu on the comment box:

Type comment here

JOATE 2074 12: 30am

]

V4

271
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3. Click on the Trash icon to delete the comment.

Use Skinny Comments

By default, the Viewer automatically chooses to display either the Skinny or Full Comments panel based
on the size of the Viewer pane. Additional components, such as whether or not the Search or Thumbnail

panels are open, can affect which Comments panel is displayed.
An example of the Full Comments panel:

’, “ 4 ‘N

Approved

Whitepaper: Finding RO! in Document Collaboratior
Dooe (ONL SOALING Your ampliyees 10 COlSDOIENS 06 CODUMEnts uts (Ot Dy Iaking Meey
moee prodhuctive. effcest and effective collactvely, 0 s8S1ON 1 Frproving fe quaity of hak
| Uit and Be bushess proceeses hat oupat suppodts. If's an sttractive propostion, and ke
rrany ateactve propossons. t's on the cthar sioe of 3 meefeiz

An example of the Skinny Comments panel highlighted in yellow below:
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, Annotate

"N /Z7700sY R = |©

The Benefits of 3_£ero Footprint WViewer =

Irteducdion

Ovar Hhe past deaade, Savernl methods of Wewng hawe comeIrbo Lse Ao, Java appleks,
clizrt server, thin cliert 2be, 3ot recardy he biez hos besnabook 2em foolprmb vewn g, What
doas 2aro FOOpAnE V=AM e, a0ed how difement s 1k rom other weavang methods? WWhat
does krequre? This whibepaper dsousses some of He beneibs of using 2eno foolpnnk viewing
owerdabed bachinoloqees and b b make pour appledhon mady for hese 2ero fooipnnt dients .

The Mead for 3 Zero Foolprinl Wiewer

The Wb hias changed how people corsume, share, dis oover and conrect Wb conberk. Users
are uploading corkant ks web based grsterms , whether iFs an anfepnse corkent manzsgament:
Sysharm (S0, aushemear mihorship Maragermvarnt Sesham JCRM] o ary othar file syskam.
Theaywantbo seamb szl acoess and share bz cortant with obrers, withoot the desies
ramware, and softwars Imimhors of redbhonal daskhap sysbamns . Viewers based on Achwe ¥ or
dawd applets served these users wel, when Swaryoie Was accessng this corbent owerthar
Wardows and Macnbosh PSS Hovwever, wikh e introduchon of mblets | smartphores ared oifer
maobile davees, corferk must rew b2 mads avalble o all of these devoss In & corsisthant
Inkema e, Jldaraewars [k fe inreahon, speed, and bechiokegy b make s haeeen, & 2ero
foolpark wiewer iy addmesse s hese neads usng dient seryver ysudlzabon anchibe dure and
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dooaTeErds and Im2ges wathin be ratve web browser, while hames sing e mue capabilibes of
the browser, bultin plugrs, and Her irkzrdion wikh the dewvos ksef .

In Hee pest, ope=nineg 2 Wiord documeant requred 3 cenk Side irskl of 3 word prooessing
appahon on exch machire . This wouldalse rogare usars b download he whole docurment on
Hhe clierk, beafore oparineg k. Thies approach works ine when you are only dealng wbh ore
documenk bype on 3 angle dienk machine, bt wikh e everinoreasing fle fommats, deaaes,
phores, bdeks, 3nd Compubers COMMOonly avalkble 0 an erbarpnse envronment, e results
N ancy and compleaty.

2 Posipnrk Wever allows wevang rabwely nthe web browser regarde sz of e bpe of
brovaser, varsion, looahon , Machire, dewos, Sobware, orhardware, The viewer ublizes 0403
fhsymohrono s Javatenpk and ML) kachinology b inkaract dyrarmical i with ke sarver and
loads docurrent objacts inreal b noafomat urdershbocd by b user's anvronment and
brovser, Hhareby alminaing the reed for any 3ddhonal sotwars or plug irs . Sires He newer
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Note that you can hide or show the comments by clicking on the Comments Panel icon located in the
upper right-hand corner of the Viewer:

PR pey

To view or edit Skinny comments

1. Click on the Comment icon:
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The Benefits of a_£ero Footprint Viewer
Iritroducdion

cierk server, han cient ebe, But recartly he bz has been 2bodt 2am oo lpmik ey ng. YWhat
does Zero fopnnk WisvANg Mmean, ard how difenerk s i irom oher viewang methodsT YWhat
does ikrequre? This whibzpaper dscusses some of He beneibs of using 2eno footpnnk viewing

Tver the past demde, several methods of wevarg havve Come Ik we Aciree X Java applets,

awardahed bechrologres and bow bo Makes poudr 2pRIcon meady for Hese 2aro fodpnnk diants

1

The comment box is displayed:

# Annotate

R Z700§8Y

The Benefits of a£ern Footprir g Check out this sitel
Intioduction 0042075 5:Tdpm

Ovyier e past demade, Several methods of wiewng hane comenho use A oine ), Java appiets,
ert server, hin cierk ebe, 2ot recarty e bz hos besn abodk 280 foolpmbveyng. YWhat
doas 2aro FODNnE VRN e, aned boww difemenk s 1k rom other weavang methods? Wkt
does it requre? Thie whitzpaper dsousses some of e beraits of Lsing 2eno fookpnrk vewirg
orrardabed bachnol ogees and beow bo make wour app et on rady for hese 2arc facipnnt diants .

2. The Options and Move Menu icons display next to the comments:

# Annotate

/700 s§Y

|mm]

Check out this sitel
[ivoduction 030472075 &:74nm

The Benefits or &0 antgr. i

Qver the past demds, several methods of W2wng have comeinke use Acnee X, Javd applets,
cleert server, thin clierk ebe, 20t eoardy he ez has besn abodt 2em foolpmib vewng. What
ot 2ero foOdDnrk VISR M, ard boaw diffenent 15 1k rom oher viewng methodsT Wt
does krequre? The whibepaper dsosses some of b berefbs of using 2eno foolpnnk viewing
overdabed bachrodogees ard bow bo make your appleshon mady for hese 2ero foctpnnt dients .
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KR /7008sY

&
G Link
http: fhanene. accusoft. com

The Benefits of .!Erﬂ Fm:utgri. i Check out this sitel

Intioduction OF 02075 5 Tdpim

3. Click on the Options icon and the Options context menu isdisplayed:

B = e
T =
= 8

Jwar the past demde, several methods of Wewng fave comento se  Aciel, Java applebs,

clierk serven, thin cient 2be, But reeardy e bues has besnabot 2am foolpnt vawng, YWhat
doas 2aro FOODARE WRRVANG Mean, ard bow ek s 1k irom othear wewng methodsT WWhat
does 1t reqre? Ths whitspaper dsolsses some of e bareits of WSing 2aro fospnnk ¥ewing

e dabed bechralog s and haw bo maks your 3ppicahon mady for s 2ero foaipnnt ks

Make the desired changes.

4. Click on the "X" icon and the Option menu is minimized:

# Annotate

/700 s§Y

=

The Benefits Dfu.r_'erﬂ antgri. Check out this sitel

Introduction Q042075 5T 4om

Quar the past dem@de, severdl Methods of Wevang have comeIrke e Adie X, Java applets,

clierk Serven, thin client she, Bt meoarty e bee has besn abouk 2am footprmnt sewng. What
st 2o FOUpAnG VWG Mean, aned B et 15 1k nom other wevang mathods? Wt
deas b raqura? This whibepap ar dssas Soma of B Barafihs Of LSRG 2ars Ao sipnnt Maming

overdabed bachrodogees ard bow bo make your appleshon mady for hese 2ero foctpnnt dients .

Print Documents

The Viewer enables you to print documents using various settings:

Page Orientation

Auto Fit Margins

Headers, Footers and Margins
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® Redactions Reasons

< When attempting to print a document with a large number of pages (around 100 or more), the browser may run out
of available memory and return an error, exit abruptly, or behave unexpectedly. If you are experiencing issues when
trying to print, you can try printing the document in parts (separated by page ranges), or you can download the
document from the Viewer and load it into a local application to print.

To print a document:

1. To open the print menu, click on the Print button:

Q, Search  J# Annotate [® Fedact & E-Sign

2. Select your print options:

Print -
Pages Crientation
(&) Print A Portrait v
() Print Current Paper Size
(i 1-5, 8, 10-15 Letter v
Shl:"'a"."... l? Auto Fit argins
P ANNo1anons Comments
’? Redactions Do Not Print ¥
r Review Redacted Text Redaction Reasons

Do Mot Print v
Less options « Print

3. Click Print.

Additional Printing Information

Page Range

Within the print menu, a user may specify a single page to print or multiple pages. Individual pages and page ranges
need to be separated by a comma (). Pages within a range should be separated by a dash (-). Below are sample values
that may be entered into the print-range input field:

e 1

e 1,358

e 1-3,58

® 1-3,5,8-10

Page Orientation

This option enables the user to set the document orientation. When a document is loaded into the Viewer, the default
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page orientation (Portrait or Landscape) is based on the dimension of the first page loaded. For example, if the dimension
of the first page is Landscape, the Viewer will set the Landscape property in the viewer's Print menu.

[Z] Users are required to manually set the page orientation within the system's Print Dialog menu. Even when a
particular orientation has been set within the Viewer, the user will have to set the orientation within the system's
Print Dialog menu once the content has been sent to the printer. Currently, Google Chrome is the only browser that
is capable of detecting the appropriate page orientation.

Paper Size
You can select the desired paper size from the Paper Size drop-down.

(& Users are required to manually set the page size within the system's Print Dialog menu. Even when a particular page
size has been set within the Viewer, the user will have to set the page size within the system's Print Dialog menu
once the content has been sent to the printer. Currently, Google Chrome is the only browser that is capable of
detecting the appropriate page size.

Auto Fit Margins

This option chooses whether or not the Viewer should use the default browser margins. This is usually an issue with the
Internet Explorer and Safari browsers:

® On - When necessary, the pages will be smaller, so that the entire page content can fit on one printed page. No
extra user action is needed to adjust the margins. This is the default setting.

e Off - Content will always be printed as an 8.5 x 11 inch page. The user is expected to set the browser print margins
to 0. See the section for "Headers, Footers, and Margins" below.

Annotations
This option chooses whether or not to include annotations in the printed document.
] Printing with annotations is not supported in Internet Explorer 8.
] Firefox does not support printing white or gray text by default; the text is instead printed black. To print white or
gray text you must select the Print Background (colors & images) option in Firefox. You can do so by opening the

Firefox menu, selecting Print, clicking the Page Setup... button, checking the Print Background (colors & images)
option, and clicking the OK button.

Redactions

This option chooses whether or not to include redactions in the printed document. You can also choose to review the
redacted text by selecting the Review Redacted Text checkbox.

] Firefox does not support printing white or gray text by default; the text is instead printed black. To print white or
gray text you must select the Print Background (colors & images) option in Firefox. You can do so by opening the

Firefox menu, selecting Print, clicking the Page Setup... button, checking the Print Background (colors & images)
option, and clicking the OK button.

Headers, Footers and Margins

The Viewer's printing control is designed to optimize for the amount of space available on each piece of paper. The
Viewer defines the margins within the CSS, however some settings within the user's browser may need to be altered in
order to properly format the pages for printing. The following user actions need to use the "Auto Fit Margins: off" option:

Internet Explorer

In order to maximize the space available on each sheet of paper, verify that the Header and Footer have been set to
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"Empty" and that "Print Background Colors and Images" has been checked within the browsers "Page Setup". To verify
your settings in IE, go to Settings > Print > Page Setup.

Safari

In order to maximize the space available on each sheet of paper, verify that the "Print Headers and Footers" checkbox is
not selected in the browser’s print menu. Under the "Paper Size" dropdown menu, select "Manage Custom Sizes."
Configure the top, bottom, left, and right margins to be 0. Use this paper size profile to print without margins.

Chrome

No user actions are needed. Chrome provides the latest CSS3 specification for printing, which allows disabling print
margins and header and footer content. This option is always used by the Viewer when printing in Chrome.

Opera

No user actions are needed. Opera provides the latest CSS3 specification for printing, which allows disabling print
margins and header and footer content. This option is always used by the Viewer when printing in Opera.

FireFox

No user actions are needed. Firefox provides a native API to disable print margins and header and footer content. This
option is always used by the Viewer when printing in Firefox.

Comments

You can select to have the Comments in the document print after each page, all at the end of the document or not print
at all.

Redactions Reasons

You can select to have the Redaction Reasons in the document print after each page, all at the end of the document or
not print at all.

Print Non-Standard Size Documents

Printing documents of non-standard paper sizes inside the Viewer can sometimes give you unwanted
results such as cropping of pages or some empty spaces at the bottom of the printing area. Let's look at
why such problems may occur and the printing workflow you should use inside the Viewer in order to
eliminate those issues and achieve the best printing results. Printing a document in the Viewer is a two-
step process which differs from a standard printing scenario that you might see in some desktop
applications. This section discusses why this two-step process isrequired.

No matter what format your document is in currently, in order to display it in the browser it has to be
converted into SVG format. The caveat of using SVG is that it's scalable and doesn't have a fixed width or
height properties embedded into it (for example, like the PNG image). That's why in order to print it
correctly we need to apply a specific size before sending it to the printing tool that is part of your
browser. Let's look at how this can be done.

Step 1: Forcing a specific print size

1. Open a document of choice inside the Viewer.

2. Click Print and the Print dialog displays:
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. X
Print
Pages Orientation
Portrait v
Paper Size
o} 1 Ad v
More options ~ Print

3. Select the printing options that you need. The first page of the document will print in portrait
orientation using A4 paper size. (That's where we force the SVG content to be a specific printing
size).

4. Click Print and this information is sent to the browser’s printing middleware.

Step 2: Sync browser printing settings

The Print Preview dialog is a part of the browser and will differ depending on what browser you use. The
following example uses Google Chrome.

1. Once all of the printing data has been loaded, a Print Preview dialog displays the default options:

Print

Total 1 sheet of paper

Microsoft Print to PDF

. A

2. Since you already selected the print settings in Step 1 above, now you need to make sure that the
browser print settings are the same. Click on MoreSettings.

3. The list of options is similar to the Viewer Print dialog. Select the A4 paper size from the drop-
down:
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e Al
O w
Ad \_
Default v
Background graphics
dialo

4. The non-standard paper sizes should now print correctly.

Download Documents

This section explains how to download a document, including how to include some or all annotations,
redactions, and e-signatures, as well as how to use the Preview mode. You can choose to download your
document as the “Original Document” or as a “PDF". Downloading the document as a PDF allows you to
optionally “burn in” annotations, redactions, and e-signatures. See one of the following sections for
details:

e Download the Original Document

e Download a PDF of the Document

Download the Original Document

The Download button is available under the View, Annotate, Redact, and E-Sign menus:

® View Q, Search J Annotate [B Redact % E-Sign

To download the original document:

1. Click the Download button. The Download as... properties panel displays:
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® View Q.. Search / Annotate

am A EH )R

Download as..

Original Document -

Include in download...

Annotations

None -
Redactions
None -

E-Signatures

Preview Download

2. If you want to preview the document before downloading, click Preview. The document is displayed in
Preview Mode, showing how it will appear when downloaded. To close Preview Mode, click End
Preview.

3. Click Download, and the Complete dialog box displays:

Complete

Cancel | Save

4. Click Save to copy the original document to your PC.

Download a PDF of the Document

Downloading the document as a PDF allows you to optionally “burn in” annotations, redactions, and e -signatures.
The Download button is available under the View, Annotate, Redact, and E-Sign menus:

# Annotate i® Redact ¥ E-Sign

To download a PDF of the original document:

1. Click the Download button. The Download as... properties panel displays. Select PDF from the drop-down
menu.
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® View Q Search # Annotate

- )
Download as...

PDF

Include in download..

Annotations

None

Redactions

None

E-Signatures

Preview

B =

Download

2. Now you can choose to include annotations, redactions, and e-signatures in your downloaded PDF.
These options are only selectable if you have these elements in your original document.

95

3. If you have any annotations in the document, you can choose to include them in the downloaded PDF.

® View Q Search # Annotate

- &
Download as...

PDF

Include in download...

Annotations

None
None
All

Selected

E-Signatures

Preview

F1—

Download

4. From the Annotations menu, choose All to include all of the annotations in the document, or choose
Selected to include only those annotations that you've indicated that you want to Include in Burned
Document. To select specific annotations to include in your downloaded PDF, click the annotation to
select it, and the following options dialog appears:
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-

[7 Include in Burned Document

Check the Include in Burned Document checkbox to flag the annotation as “Selected” when
downloading the PDF.

5. Similarly, if you have any Redactions in the document, you can choose how they will appear in the
downloaded document.

® View Q search # Annotate

Download as...

PDF

Include in download.

Annotations

None

Redactions

None

None
Redact

See Through

Preview

i B D E

Download

6. From the Redactions menu, choose Redact to download the PDF with the redacted content removed
and any redaction reasons visible. Choose See Through to download the PDF with the redactions
displayed as semi-transparent, such that you can see the content underneath. When you choose “See
Through” redactions, the redaction reasons are not displayed. For example, the following image shows
a downloaded document with “See Through” redactions:

But security experts say deduplication can enable a third party to ferret out the contents of
Dropbox's servers. For example, a law enforcement agency could upload a copy of a suspect
file to Dropbox and measure the bandwidth consumed by the transfer in order to determine
whether the upload was stored or a link was created to a duplicate file. This information could
constitute probable cause to believe that a copy of the suspect file exists on Dropbox, enabling
the agency to obtain a warrant for information about the duplicate’s owner. "

7. To include e-signatures in your downloaded PDF, from the E-Signatures menu, choose All.
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® View Q Search /# Annotate

L Je F [0

Download as...

PDF

Include in download...

Annotations

None v

Reda

ctions

None v

E-Sig

natures

None -

None

All

Freview DowMmoaa

8. If you want to preview the document before downloading, click Preview. The document is displayed in
Preview Mode, showing how it will appear when you download it. To close Preview Mode, click End
Preview. Note that “See Through” redactions appear more opaque in Preview Mode than they do in
the actual downloaded document.

9. Click

Download, and the Complete dialog box displays:

Complete

Cancel | Save

10.Click Save to download a PDF copy of the original document to your PC.

Reference

This section

® Tools
o

(e
(e
(e

contains additional information on using the Viewer features:

Viewer Main Screen Options
View Tab

Search Tab

Annotate Tab
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Redact Tab

E-Sign Tab

Keyboard Shortcuts

Work with Sticky Mouse Tools

o o0 o0 o

Tools

A listing of all the tools in the Viewer, what they can do, and their corresponding icon:

Viewer Main Screen Options
View Tab

Search Tab

Annotate Tab

Redact Tab

E-Sign Tab

Keyboard Shortcuts

Work with Sticky Mouse Tools

Viewer Main Screen Options

From the main screen in the Viewer, the following tabs are available for viewing and working with your
documents:

® View Q Search /# Annotate

Click on the links below to read more about the features you can use on each of the tabs:

® View Tab

® Search Tab
® Annotate Tab
® Redact Tab
e E-SignTab

You can navigate through your document using the following features that are always available from each
tab:

Document Navigation from the Top of the Screen

4 4 1 |of4a p P

® First Page, Previous Page, Page 1 of "x", Next Page, and Last Page

For more details on these options, refer to View Tab > Document Navigation from the Top of the Screen.

Document Navigation from the Bottom of the Screen
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® Select Text, Pan Tool, Zoom Out, Zoom Percentage, Zoom In, Fit Content, and Full Screen

For more details on these options, refer to View Tab > Document Navigation from the Bottom of the Screen.

View Tab

The View Tab is the default tab that is displayed when you first open a document in the Viewer. Once you've
loaded a document, it should look similar to this:

HAe® ) =S .=

5 Keys to Selecting a Viewer for
Enterprise Content Management

This whitepaper discusses the importance of viewing in an enterprise content management solution
and focuses on 5 keys for selecting the viewer that meets your document management
requirements. There are significant challenges in dealing with digital, confidential or sensitive
content in a collaborative environment, and an effective viewing solution should address the
following 5 key aspects.

I & = 135% 4+ @

You will immediately note that you can scroll the page up and down via either the mouse or touch, just like any
web page you've ever worked with. As you scroll through the document, each page becomes visible until you
reach the last page in the document.

In addition to scrolling, there are several other Viewer adjustments that can be made for reading a document.
These are located at the top and bottom of the browser window, and they allow you to easily adjust the page to
your viewing needs. The following section provides you with more information on these features.

Document Navigation from the Top of the Screen

The following table shows the icons and their meanings:

T Thumbnails - The Thumbnail panel provides an overview of the document and your

= current position in it. Scrolling through the document is easy via this panel, and by
simply clicking on a specific page you can load that page into the Viewer. Also, by
adjusting the slider at the top of the thumbnail pane you can make the thumbnail
images smaller or larger.
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Magnifier Tool - The Magnifier Tool allows you to dynamically zoom in on specific
portions of the document, similar to using a magnifying glass. By clicking the mouse and
then dragging it across the document, you can see an enlargement of the area directly
under the mouse cursor.

rin Rectangle Zoom - The Rectangle Zoom tool makes it easy to zoom in on an arbitrary
rectangle in the document. Simply click and drag out the portion of the document you
wish to zoom in on and the document zoom percentage will be adjusted accordingly.
Unlike the Magnifier, the zoom level is set by the rectangle you draw, and once set in
this way, will remain in effect until you modify it.

b, Rotate Document - The Rotate Document tool makes it easy to rotate all the pages in
the document by 90 degrees. To continue to rotate all the pages in the document by
another 90 degrees, continue to press the Rotate Document button. Note: Using the
Rotate Document tool only affects how the document is displayed in the Viewer and
does not affect the original document data.

Rotate Page - The Rotate Page tool allows you to rotate one page 90 degrees without
rotating all the pages in the document. Simply scroll to the page you want to rotate and
select the Rotate Page tool. To continue to rotate that page another 90 degrees,
continue to press the Rotate Page button. Note: Using the Rotate Page tool only affects
how the document is displayed in the Viewer and does not affect the original document
data.

Image Tools - The Image Tools feature allows you to enhance the document you are
viewing for clarity. The slider provides three options: Sharpening, Brightness, and Line
Width. Image Tools are available for viewing only; if you print or save the file after
applying any of the Image Tools, the changes will not show in the printed or saved
document.

First Page - Select the First Page button to go to the very first page of the document.

Previous Page - Select the Previous Page button to go back one page from your current
location in the document.

Next Page - Select the Next Page button to go forward one page from your current
location in the document.

b Last Page - Select the Last Page button to go to the very last page of the document.

Print - When you click on the Print button, a dialog is displayed that allows you to
choose the Pages, Orientation, Paper Size, Auto Fit Margins, Annotations, Redactions,
Comments and Redaction Reasons you would like to print. For more details on printing,
refer to Printing Documents.

i

Note: When attempting to print a document with a large number of pages (around 100
or more), the browser may run out of available memory and return an error, exit
abruptly, or behave unexpectedly. If you are experiencing issues when trying to print,
you can try printing the document in parts (separated by page ranges), or you can
download the document from the Viewer and load it into a local application to print.

Download - When you click on the Download button, a panel is displayed that allows
you to choose the Original Document or PDF and if you want any Annotations,
Redactions or E-Signatures to print as well. For more details on downloading documents
and the options available, refer to Downloading Documents.
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Document Navigation from the Bottom of the Screen

The navigation buttons at the bottom of the screen remain available through all pages of the document that you
are viewing. The following table shows the icons and their meanings:

Select Text - The Select Text tool allows you to select text and perform actions such as
copying it to the clipboard or highlighting it.

U Pan Tool - The hand-shaped tool is an important one for you to remember. It's called
the Pan Tool, and when it's active (when the button appears indented) you are in "Pan
mode" in the Viewer, which is the "base" state where you can select and work with items.
If you're ever attempting to select an item and it draws an annotation instead, it's
because this tool isn‘t currently selected. Many times this mode will be selected
automatically for you. For example, the default behavior after drawing an annotation
using one of the annotation tools is to return immediately to Pan mode so the newly
created annotation can be manipulated as desired.

Zoom Out - The Zoom Out tool allows you to reduce the document size in the viewing
area so you can easily see the borders of the document.

Viewing Options (Percentage, Full Width, Full Height, Full Page) - The Viewing Options
field displays your current zoom level (in this example, the area that displays 151%). Click
the Viewing Options field to open a menu for additional viewing options.

+ Zoom In - The Zoom In tool allows you to enlarge the document in the viewing area so
it is easier to read.

T Fit Content - The Fit Content tool allows you to quickly expand the document to fit the
width of the viewing area, with minimal borders on each side of the document.

- Full Screen - The Full Screen tool allows you to expand the document to fit the width of

| &

the entire Viewer, with no visible borders on each side of the document.

Working with Large Files

Note that if you open, scroll-through or use set page number for a very large file, you may see the spinning circle
(highlighted in yellow below) displayed in the middle of the Viewer while the document loads:
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Search Tab

The Viewer contains powerful search features which allow you to look for various types of text within
text-enabled documents such as Word documents and PDF files. In addition to searching within the text
of your document, you can now perform a powerful set of document review tasks, using expanded
Search features including a proximity search. A proximity search can be performed using the ~n syntax,
where "n" is how many words can be between the first and second search terms and still return a result.
With support for annotations search, you can search in comments, text annotations, redaction reasons, as
well as see all of the annotations created in your document. Annotations can be navigated to by viewing

annotation search results in the review panel or by navigating to each annotation in the document.

Example of the Search tab in the Viewer:

5 Keys to Selecting a Viewer for
Enterprise Content Management

This whitepaper discusses the importance of viewing in an enterprise content management solution
and focuses on 5 keys for selecting the viewer that meets your document management
requirements. There are significant challenges in dealing with digital, confidential or sensitive
content in a collaborative environment, and an effective viewing solution should address the
following 5 key aspects.

A typical use case in an enterprise workflow involves several different types of documents being

ed [ ]

- % 48N

This section contains the following information:
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® Text Search Features
® Search Icons

® Search Filters & Document Review Features
Text Search Features
Within the Search feature, there are multiple ways to search a document:
Search Document Text Box

Search by entering text in the Search Document text box:

Q

Search Icons

Narrow your search by selecting the Search icons:

£€ Aa -V_—\/ B* *E %

Search Patterns

Search using the Search Patterns drop-down list:

Toggle All

US Social Security Num

JSA Phone Number
E-mail
USA Postal Code

Date

Search Filter

Search by using the advanced Search Filter:
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50 Results Found. Y

Searchin: | B8 /2 & ¥

Search Terms "
" ZEer 28
o footprint 22
' HTMLS 0

Markup filters

I

" Search text in markup
«" Graphical marks

Redaction Reasons

I

" Client Privilege
«" Privacy Information
o Redacted

o Reason not specified

Search Icons

The Search icon bar:

£€ Aa

W B* *E %

You can search using the following criteria:

Aa

1=

Match Exact Word or Phrase - For example, you can search for an exact word "home" or a phrase

"go home".

Match Case - For example, you can search for "Home" or "home".

Whole Word - For example, you can search for "home" and the search results will return "home" (but
will not return "homeschooled").

Begins With - For example, you can search for "con” and the search results will return "content" and

"continued".

Ends With - For example, you can search for "ent” and the search results will return "document” and

"content”.

Use Wildcards - For example, you can use the asterisk (*) and search for "*@domain.com” and the
search results will return all email addresses that have "@domain.com” in them
(i.e., jane@domain.com). You can also use the question mark (?) and search for "ra?e" and the search

results will return "rate", "rake", "race", etc.
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@x When you select the ‘Use Wildcards' icon, it automatically disables the following icons: ‘Whole
Word', 'Begins With' and 'Ends With'.

Search Filters & Document Review Features

Search Terms

The search filter allows you to easily search any of the following in the document:

Searches for text within the document that matches the specified search criteria.

E{

Searches for text within comments that contain the specified search criteria.

Searches within annotations in the document. If selected, the annotation results returned will
depend on the Markup filters selected, as shown below:

Search text in markup

Graphical marks

Search text in markup: When the annotation filter is enabled, any text contained within the
text annotation (and/or selected text within a highlight or strikethrough annotation), that
matches the search criteria you enter, will be highlighted. The annotation will appear in the
search results panel.

Graphical marks: When the annotation filter is enabled and Graphical marks is selected, all
annotations including graphical marks (lines, arrows, freehand, etc.) will be returned in the

search results. This is a convenient way to quickly review all the annotations in your document.

|‘é| The annotation button must be selected for the Markup filters to return any content.

Searches all redactions in the document. The redactions filter's results are independent of the
search terms entered, because redacted content is not searched. However, by selecting the
redactions filter, you can see and navigate to all redactions in the document. You can also
filter Redaction Reasons by looking for redactions with specific reasons, or no reason at all.
Redaction Reasons are configurable. See Using Redaction Reasons for more information.

Hedaction Reasons A
«" Client Privilege
«" Privacy Information

" Redacted

" Reason not specified

Finds all signatures in the document. This is independent of search criteria. The search does
not inspect the content of the signature, but simply allows you to quickly find and navigate to
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the 'non-burned-in' signatures in the document.

Search Terms Count

The Search Terms pane displays an aggregated list of search results, sorted by most to least hits found. In
the following example, "zero" appears 28 times in the document:

" Zem 28
o footprint 22
» HTMLS 0

If multiple search terms are selected, search hits can be further toggled in the results list.

Annotate Tab

Annotate Tab

The Annotate tab contains components that allow you to annotate a document. Note that annotations
can be burned into the document, but they do not remove any of the underlying text content.

5 Keys to Selecting a Viewer for
Enterprise Content Management

This whitepaper discusses the importance of viewing in an enterprise content management solution
and focuses on 5 keys for selecting the viewer that meets your document management
requirements. There are significant challenges in dealing with digital, confidential or sensitive
content in a collaborative environment, and an effective viewing solution should address the
following 5 key aspects.

A typical use case in an enterprise workflow involves several different types of documents being

The following image shows the Annotate tab within the Viewer:
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Q, Search /' Annotate

@‘ You can easily modify your hyperlink and highlight annotations by using either touch or mouse.

The Annotate tab contains tools that allow users to annotate a document. Below is a description of the

annotation toolbar:

Button Name

Annotation Layers

Image Stamp
Annotation

Arrow Annotation

Line Annotation

Rectangle
Annotations

Ellipse Annotation

Text Annotation

Description & Example

Use to view annotation layers:

=X /00T

by Annotations

Unnamed @®

Annotations for B eview

Mo annotations for review.

Use to select image stamp annotations:

v

Use to draw arrow annotations:

——.

Use to draw line annotations:

Use to draw rectangle or square annotations:

Use to draw ellipse or circular annotations:

Use to write text annotations:
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loram ipsum dolar

Freehand Use to draw freehand annotations:
Annotation Fial and political challenges assod

leddevere ceonomac recession.) Tl
[ient, coordinated response 1o ¢lid

Stamp Annotation  Use to draw stamp annotations:

Highlight Use to highlight text on the document:
Annotation

Prizm Content Connect
Strikethrough Use to strikethrough text on the document:
Annotation

¥ found in the difference between the cost of implementing
ng so. mwmwm_ oY -
|orerrerpertrdromracrosstheerterpere? What 15 the cost
} documeant when workers are collaborasng inefficiently via
e cost 10 your brand when a custlomer or dien sees he

Text Hyperlink Use to create a hyperlink on the document:
Annotation .
You have successfully installed

Prizm Content Connect |
_______________ie-sex |
Polyline Annotation Use to draw Polyline annotations:

You have|successfully installed

Prizm (Content Connect

Edit Annotation Use to select and alter the properties of annotations that have been generated or
Button loaded in the Viewer.

Select Text Button Use to select text in the document.
Pan Button Use to pan around the document.

Save Annotations Use to save the annotations for later use.
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Button

Load Annotations Use to load previously saved annotations.
Button

Redact Tab

Redact Tab

The Redact tab contains components that allow you to redact a term or whole pages in a document. Note that redactions can be
burned into the document and they will remove the underlying text content. You also have the ability to search for a term and
redact the search results - refer to the Searching Documents > Redact Search Results topic for more information.

5 Keys to Selecting a Viewer for
Enterprise Content Management

This whitepaper discusses the importance of viewing in an enterprise content management solution
and focuses on 5 keys for selecting the viewer that meets your document management
requirements. There are significant challenges in dealing with digital, confidential or sensitive
content in a collaborative environment, and an effective viewing solution should address the
following 5 key aspects.

A typical use case in an enterprise workflow involves several different types of documents being
i i i i inlo f i

ared Doeg

Q, Search  # Annotate [® Redact S E-Sign

] You can easily modify your text selection redaction by using either touch or mouse.

2] You can hover over a redaction and see the content behind the redaction prior to burning it in. To review all the redacted
content at once, click on the Redaction View Mode button on the toolbar.

The Redact tab contains tools that allow users to redact a document. Below is a description of the redact toolbar:

Button Description & Example
Name

Annotation Use to view annotation layers:
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Layers )
® “iew Q@ Search & Annot:

B iR | o

hdy Annotations

Unnamed

Annotations for Review

Mo annotations for review.

Filled Use to draw solid, rectangle redactions:
Rectangle
Redaction H - =3 H H H
| Whitepaper: Finding ROl in Document Collaboration
collaborate on documents cuts costs by making them
: " collectively, in addition to improving the quality of their
Client Privilege ’ \ iy \
output supports. It's an attractive proposition, and like
other side of a minefield.
Comments Panel - choose fill color, line color, line width, text color:
B O7T = o =
= B
Client Privilege v
Text Use to select and redact blocks of text using a text selection tool. After text selection, the highlight is converted to
Selection  rectangle redactions. If multiple lines of text are selected, a rectangle redaction will be created for each line of selected
Redaction text:
o T
[ _
Y- o =
Client Privilege M 8|
Redact Full Use to redact the current page, all pages or a range of pages. Select and apply the redaction reason:
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Pages

Redact Full Pages

All pages
" Current page

Page range

HegEel Select. ..

Cancel Fedact

You can delete a full page redaction by clicking on the full page redaction and selecting Delete from the immediate
action menu:

Add Comment
Celete

Cancel

Redaction | Use to see all redacted content:
View Mode

Whitepaper: Finding ROl in Document

Done rignt, enabling your employees to collaborate on documents c
more productive, efficient and effective collectively, in addition to img

] You can print and review redacted text in a document by selecting the 'Review Redacted Text' checkbox on the
Print dialog box. The Print button is available on the View menu.

Select Text Use to select text in the document.
Button

Pan Button Use to pan around the document.

Save Use to save the redactions for later use.
Redactions
Button

Load Use to load previously saved redactions.
Redactions
Button

E-Sign Tab

This topic contains the following information:
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® C(Creating Signatures

& Adding a Signature to a Document

The E-Sign tab contains components that allow you to electronically sign a document.

5 Keys to Selecting a Viewer for
Enterprise Content Management

This whitepaper discusses the importance of viewing in an enterprise content management solution
and focuses on 5 keys for selecting the viewer that meets your document management
requirements. There are significant challenges in dealing with digital, confidential or sensitive
content in a collaborative environment, and an effective viewing solution should address the
following 5 key aspects.

A typical use case in an enterprise workflow involves several different types of documents being

e [

The E-Sign tab displays the Manage E-Signatures, Create Freehand Signature, Create Text
Signature, Place E-Signature, and Place Date icons:

Z Annotate @ Redact § E-Sign

|‘§|"" Hover over the icons for tooltips.

Creating Signatures

You can create the following E-Signatures:

® Freehand - draw your signature with your mouse
® Text - type your signature in a text box
® Date - select the date icon to apply the current date to your document

The following example shows the E-Signatures displayed in the Viewer:
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& \Q\ 02/24/2016

Jm wathan K/’ng

Whitepaper: Finding ROl in Document Collaboration

Done nght, enabling your employees to collaborate on documents cuts costs by making them
more productve, efcent and effective collectively, in addition 10 Improving the quality of thes
outiput and e business processes el oulput suppons. It's an atractive proposition, and like
meny atirective propositions, IU's on the other side of a minefield

The RO! In document collaooration s found in the diferance betwaen the cost of iImplameanting

The following section covers how to create freehand and text signatures.
To create a Freehand signature:

1. Click on the Create Freehand Signature icon. A dialog boxdisplays:

113

" Save for future use Category Signature

Cancel Clear

Save

2. Using your mouse, start to draw your signature in the box:
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v Category Signature

Cancel Clear Save

3. Select the Category: Signature, Initials or Title and then click Save.
To create a Text signature:

1. Click on the Create Text Signature icon. A dialog boxdisplays:

Type your signature:

v Category Signature

Cancel Clear Save
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2. Inthe Type Your Signature box, enter your signature. Choose one of the pre-filled signatures with

the font you prefer:

115

Type your sign ature:

Laura 5 Smith

Laura S Smith Laura S Smith

Aauta S Smdh Al osne, S Swmilh

0‘IIIJ‘ Q Qlaa:‘ﬂﬂ ﬁﬁ#}m;?; lrl"-?‘!‘-"é’.*g;q
" Save for future use Category Signature
Cancel Clear

Save

3. Select the Category: Signature, Initials or Title and then click Save.
To download a signature for your own record:

1. Click on the Manage E-Signatures icon. A dialog box displays:
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i & :° UseSignature Signature

i ¥ :° UseSignature signature

NOO v

Draw Mew Signature Type Mew Signature Done

2. Click on the Download Signature button.
3. Assignature.json file is downloaded to your computer. Click Done.

Adding a Signature to a Document

To add a signature to a document:

1. Click on the Manage E-Signatures icon. A dialog box displays:
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i & :° UseSignature Signature
i ¥ 2 UseSignature Signature
QO M
Draw Mew Signature Type Mew Signature Done

2. Click on Use Signature. A floating toolbar displays in the Viewer:

Y —
t

3. Click anywhere on the document where you want to place your signature. You can resize the
signature using the yellow guide markers:

bsources, and approaches for evaluating and
b should partner with other federal and state

iZ Ifyou have more than one signature on the document, click on the signature and the
yellow guide markers appear so you can see which signature is active.

4. If you want to change the color, size, layer order of the signature or add a comment, you can select
the attributes from the icons in the floating toolbar:
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H = =
| 4 =

@‘ When in Horizontal Layout Mode, comments are not supported in the Viewer.

If you want to delete the signature, click on the Trash can icon.

5. Tosave the signature, click the Save icon. The Save As field displays on the left-hand side of the
Viewer:

® “iew Q@ Search / Annotate I® Fedac ¥ E-Sign

SAVEe A5

Save

6. Enter a name for the signature and click Save.

Keyboard Shortcuts

The following keyboard shortcuts are supported in the Viewer:

Viewer Shortcuts

Key Action

Page Previous Page
Up

Page Next Page
Down

Ctrl + Goto page - The cursor moves to the page number to edit (in the upper right corner of the
G Viewer), the page number is highlighted, you enter the new page number and press Enter.

Arrow Move viewport - The Arrow Keys are the same as using the Scroll Bars.

Keys

+ Zoom In

= Zoom Out

Del Delete the currently selected annotation(s)/redactions(s).

Dialog Box Shortcuts

Key Action
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Esc Cancel / Close

Work with Sticky Mouse Tools

The mouse tools on the Annotation, Redaction and E-Signature menus can be selected to be used once or multiple times.
The following section describes how to use this functionality in the Viewer.

To use the mouse tool once:

1. Click on the mouse tool once and you can use the mouse tool one time:

@® “iew @ Search J Annctate [ Fedact </ E-Sign

"R /700$T 27

@® Yiew @ Search J# Annctate & Redac <" E-Sign

K O0O0ST2el2m =

To use the mouse tool multiple times (known as "sticky mouse tool"):

1. Click on the mouse tool twice and it will lock the mouse tool so that you can use it multiple times. Note that when
the mouse tool is clicked on twice, the background turns gray and the mouse tool turns white:

Q Search J Annotate @ Redact § E-Sign
RZ700¢T £ ¢& =
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% E-Sign

KR /Z700s8TUZLCEeE E =

Further clicks on the mouse tool will toggle it from locked to unlocked.

< When you lock the mouse tool, it will disable touch-based scrolling.

2. To turn off the mouse tool completely, switch to a different tool. For example, click on the Hand Pan tool at the
bottom of the Viewer:

[ & — + & I

| @‘ The default mouse tool is the Hand Pan tool.

E-Signature Module

This section contains the following information:

® E-Signing Overview
® Creators - Design a Template
o Tools Reference
o Set up a Basic Template
o Add Features to the Template
0 Use the Form Field Detector
© Form Field Detector Error Messages
® Signers - Fill out a Form
o Tools Reference
o Fill Out a Form
o Sign a Form with Multiple Roles
o

Sign a Form Converted by the Form Field Detector

E-Signing Overview
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The E-Signature module opens up a set of PrizmDoc Viewer workflows based on forms stored in any of
the many file formats supported by PrizmDoc Viewer. As with the Viewer, the E-Signature module works
in your website to empower your customers as you see fit.

The E-Signature module will automatically detect form fields in a PDF or raster image document and
convert them so that it's easier to fill out your templates. Depending on the quality of the forms in the
document, there may be no manual effort required by the template designer.

The process starts with any document that you would like to "fill in" with some content. Note that this
doesn’t have to be an actual "form", it can really be any document that PrizmDoc Viewer can display.

If the document that you upload to the E-Signature module doesn't have any detectable form fields,
a template designer then annotates it with the proper fields that will allow an end user to fill it out, burn
in their signature, and create a finalized document that can then be forwarded as needed.

As an example, let's consider a blank Word document, a form for requesting time off:

Absence Request

Employee Name

Date Department

Manager

Type of Absence Requested
0 sick B vacation [ Bereavement O Time Off Without Pay
[ Other B Jury Duty ] Matemity/Patemity [ Flosting Holiday

Dates of Absence

From To

Number of Hours Requesting Number of Availsble Hours

Reason for Absence

You must submit requests for absences, othér than sick leave, two weeks pror to the first day you will be
absent

Employee Sgnature Uate

Normally, an employee would fill this out in Word, printit, sign and date it, then submit to their manager.
This is not a very friendly workflow, and it requires both a copy of Word (expensive) and printing a
physical copy of the form (wasteful).

The goal of our eSigning module is to make this workflow entirely electronic, including signing and
producing a final electronic document that can be forwarded for approval. In order to make this
workflow a reality, you would need to do the following:

1. Set up a web-based workflow that incorporates our "Template Creator" module. This module
allows creating a "template” out of a blank document by overlaying pre-defined form fields, such
as Text, Date, or Signature fields. This template is then stored within the website for later use by
employees wanting to fill out the form.

2. Setup aweb-based workflow thatincorporates our "Template Signer" module. This module allows
opening a previously created template and then filling out the form’s fields, including adding
signatures and initials.

It's important to note that these two workflows are entirely independent. The people who might
be template creators would normally be a very different set of people from those who need to fill out a
form.

To illustrate the process, let's take the Absence Request form from above and load it in the template
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creator module:

- c
® Stmns P o P b ot (] Comr e W Over 2 B 21 B0 23 At £ S B g A K AT & %5 D Team
™ - + M4 >
8/ @ rvece Moom Tivbe [Rom B

Absence Request

Employee Name

Date Department

Manager:

Type of Absence Requested
Sick Vacation Bereavement Time Off Without Pay
Other Jury Duty Maternity'Patemity Floating Holiday

Dates of Absence

From To:

Number of Hours Requesting Number of Available Hours_ —

Reason for Absence:

You must submit requests for absences. other than sick leave, two weeks prior to the first day you will be
absent

Note the tools available in the upper left of the screen. Currently we support Signatures, Initials, Text,
Dates, and Checkboxes. So let’s create the template using these field types, shown below:

* [+
& Sahesa| M o Y Dot (] G (o Wy o 27 s 1 308 23 Aot (@ S g A KEAC O | (5 W Gl o
o v - + M4
v M T (R o= ¥
f V'
Absence Request T
T
Employee Name: 1 ]
Date Department: T
Manager ¥
Type of Absaence Requested v
Sick Vacation Bereavement Time Off Without Pay ¥
Other Jury Duty Maternity'Patemity Floating Holiday v
v
Dates of Absence >
From To: @
Nurmber of Hours Requesting Number of Availatle Hours v
Reason for Absence m
T
T
T
You must submit roquests for absences, other than sick leave, two weeks prior (o the first day you will be o
absent 0
TEmpoyen St I Dato

Here you can see the form fields that have been overlaid on the original document. The right hand panel
shows the list of all fields by name and type. Once this template is created and saved, it's now ready to
be consumed and filled in by users. Below you can see how this looks in the default template signing
module:
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. [+
@ Dnnate 14 M b et ] G i Ay O ) i B D At S ¥ oo A REA . s %C S e -
Absence - -+ LI |
£ Ow
(]
[+}
o
(v}
Absence Request

Employee Name: *

Date % Department *

Manager. *

Type of Absence Requested
° [[] Sick Vacation | Bereavement Time Off Without Pay
o Ceher Jury Duty | Maternity/Patemnity Floating Holiday
° Dates of Absence
o From: * To *
o Number of Hours Requesting e | Number of Availlable Hours *
° Reason for Absence:

Here you can see the field layout that users will see. The fields with red stars are the required fields and
the progress bar at the bottom of the screenillustrates how complete the required fields are in the form.
Once all required fields have been completed, the "Download Signed Form" button will be enabled,
allowing the user to download a PDF of the fully completed form as shown below:

- c
— o [ o o Wy On ) e B D At B T A REAO e e W5 D T -
Absence — -+ LI |
- 4
o
z Absence Request
- Employee Name:  Jerry Smith
Date 05/28/2015 Department: Logistics
© Vs fus Manager: Madeleine Wallis
‘ Type of Absence Requested:
Sick /| Vacation | Bereavement Time Off Without Pay
Other Jury Duty | Maternity/Paternity Floating Holiday
Dates of Absence
From 06/08/2015 To: 06/12/2015
e Number of Hours Requesting &0 Number of Avaitable Hours_73
(]
o Reason for Absence
(]
(]
o You must submit requests for absences, other than sick leave, two weeks prior to the first day you wil be
absent »
05/28/2015
Employot Signaturo Date
L3

Now that the form is complete, the download button will allow downloading the final burned document,
shown below:
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Absence Request
ADS ) O ) Ol
Employee Name: Jerry Smith

Date 05/28/2015 Department:  Logistics

Manager: Madeleine Wallis

Type of Absence Requested:

| Sick «/ Vacation [ ] Bereavement || Time Off Without Pay
| Other "] Jury Duty [] Maternity/Patermity | | Floating Holiday
Dates of Absence
From: 06/08/2015 To: 06/12/2015
Number of Hours Requesting _ 40 Number of Availabie Hours_73

Reason for Absence

You must submit requests for absences, other than sick leave, two weeks prior to the first day you will be
absent .

05/28/2015

Employee Signature = v Date

This is just a quick overview that should illustrate how useful this could be in your product or your
business. The most powerful part of the whole system is that it exists in your web pages, under your full

control.

Creators - Design a Template

This section contains information on how to design templates for end users:

Tools Reference
Set up a Basic Template

Add Features to the Template

Use the Form Field Detector
o Form Field Detector Error Messages

Tools Reference

This section covers the following features:

Example of a Template in the E-Signature Viewer
Main Toolbar

Adjusting a Field's Position

Icons, Buttons & Fields

Form Navigator

Example of a Template in the E-Signature Viewer
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The following example shows a template displayed in the main E-Signature viewer:

1 Fmlas

A

DA T WRITE ABDVE TS LR i TOU MEED MORE SPACE, USE A SEPSAATE COMTINUETION SFEET
Thlal Ve 7

Rrged iabinss anifen of BrAmi Kpsbalas ¥ Tt o i, gl S aiien ¥

[ r—— Wamail s o Corarighs Clskenamis] ¥
Lvsias el Mot of bivcasvout Lihorviontnsh i Dass. D s iwiinss,

Main Toolbar

The following example shows the Main Toolbar:

W Fan ﬁ" Signature M Initials T Text Box Diate @ Checkbox ﬂ Settings

Pan

The following example shows the Pan icon:

w Fan

Use the Pan feature to move the document up or down as desired.

Signature

The following example shows the Signature icon:

ﬁ" Signature

When you click on the Signature button, the following items are displayed:

Required Button - select the button to require the end user to fill in the field
Read-only Button - select the button to set the field to be read-only
Field ID - this field is populated with a generic name by default

Display Name - enter a name to easily recognize the field
Initials

The following example shows the Initials icon:

M, nitials

When you click on the Initials button, the following items are displayed:

® Required Button - select the button to require the end user to fill in the field
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Read-only Button - select the button to set the field to be read-only
Field ID - this field is populated with a generic name by default
Display Name - enter a name to easily recognize the field

Text Box

The following example shows the Tex Box icon:

T Text Box

When you click on the Text Box button, the following items are displayed:

Date

Required Button - select the checkbox to require the end user to fill in the field
Read-only Button - select the button to set the field to be read-only

Multiline Checkbox - select the checkbox to allow the end user to enter multiple lines of text in the text box
(the Max Font Size drop-down will display when you select this checkbox so you can choose the maximum
font size you want the field to auto size to)

Field ID - this field is populated with a generic name by default
Display Name - enter a name to easily recognize the field

Max Font Size Drop-down - when multiline is selected, the Max Font Size drop-down is displayed so you can
select the maximum font size you would like the field to auto size to

Color Drop-down - click to select from a list of available colors
Character Limit - enter a number to limit the number of characters an end user can enter

The following example shows the Date icon:

Date

When you click on the Date button, the following items are displayed:

Required Button - select the button to require the end user to fill in the field
Read-only Button - select the button to set the field to be read-only

Field ID - this field is populated with a generic name by default

Display Name - enter a name to easily recognize the field

Font Drop-down - click to select from a list of available fonts

Color Drop-down - click to select from a list of available colors

Checkbox

The following example shows the Checkbox icon:

E‘ Checkbox

When you click on the Checkbox button, the following items are displayed:

Required Button - select the button to require the end user to fill in the field
Read-only Button - select the button to set the field to be read-only

Field ID - this field is populated with a generic name by default

Display Name - enter a name to easily recognize the field

Checkbox Group - enter a name for a group of checkboxes
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¢ Allow Multiple Selections - select the checkbox to allow the end user to select multiple checkboxes in a

group

Settings

The following example shows the Settings icon:

{:} mettings

1. To change the font or font color, click on Settings and the Global Template Settings dialog box displays:

X
Global Template Settings
‘ Font ‘ Raoles
Font _olor
Handwriting v I -
Cancel Done
Font Tab

® Font Drop-down - click to select from a list of available fonts

e Color Drop-down - click to select from a list of available colors

Roles Tab

® Role Name - type in the role name

® Color - click to select from a list of available colors

® Roles - displays the roles that have been created (maximum, five roles)

Z] Note that when you select a font or color in the Global Template Settings dialog box, it is the default setting
for the Text Box and Date fields that you create in the Template. You can override the font or font color ona

per field basis as shown below.

Changing Settings in the Properties Panel

1. When you create a Text Box and view the Properties Panel associated with that Text Box, you will see "Use

Global Setting" as the default setting:
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4 Text Box [

Required Read Only
Multiling | Single Line
Field 1D
Tastds

Display Mama

Font
Use Global Setting -
Colar

Use Global Setting -

Characher Limil

2. If you want to change the default setting for this Text Box only, select a different font or font color from
the drop-down list here in the Properties Panel.

Adjusting a Field's Position
Arrow Keys

You can move or 'nudge’ the position of a field by using your keyboard's arrow keys. Click on the field you want to
move, then select the up, down, left or right arrow key on the keyboard to move the field to the desired location

on the form.
Group Properties Panel

1. You can align and match the size of multiple fields at one time by using the Ctrl key and clicking on the
fields you want to align:

— . —— L S 7y -4 T—— - ——-— e

Vet o o At n @ [T —— ——)

"
:
'

sntam wad ot rer of gt Mt 0 Dl Reggstion, ¥
..-..4-.,: = ’ e Iiadeng i@ earipties -
Mrarvet Mot s 4o 3 Agyns 0 Saske Anglareiis ¥

2. Then select Match Size and Vertical Alignment as shown in yellow highlight below:

tirtng See | = + W4k K

[ ———— D e R ————

s, wevd Pnbours o gt bnrrstare i B rps brese ¥ - )
b : o L] ] EEX
e ¥ L g or vy ®

et bsrmmber = b tppeny b sy Hapwirra ¥

] You can align and match the size for the signature, initials, text box, and date fields.

Icons, Buttons & Fields
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Unnamed Template Field

The following example shows the Unnamed Template Field:

® Unnamed Template Field - click to enter the name of the template you are designing
Save Button

The following example shows the Save Button / Drop-down:
H Save | v

e Save Drop-down - click to Save or Save a Copy of the template:

H Save e

Save a copy
||Illldl2:h 1 I@B

Zoom In / Zoom Out

The following example shows the Zoom In / Zoom Out Toolbar:

—141% wu

® Minus Sign - click to zoom out
® Percentage - displays the viewing percentage
® Plus Sign - click to zoom in

Page Navigation

The following example shows the Page Navigation Toolbar:

< €1 > )

First Page - click to go to the first page of the template
Previous Page - click to go to the previous page
Next Page - click to go to the next page

Last Page - click to go to the last page of the template
Required Fields

The following example shows the red indicator for a required field:
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DC NOT WRITE ABCGVE THIS LINE. IF YOU NEED MORE SPACE, USE A SEPARATE C

Title of Work ¥
A

Registration Number of the Basic Registration ¥

Name(s) of Author(s) ¥

Once you click on the required field, the indicator will disappear. When you click outside of the field, the red
indicator will reappear.

Read-Only Fields

The following example shows the indicator for a read-only field:

‘
Date:

Once you click on the read-only field, the indicator will disappear. When you click outside of the field, the red
indicator will reappear.

Form Navigator

1. After you add some fields to the template, you will see them displayed in the Form Navigator to the right of
the template:

Form Fields Ty

ﬁ‘ Signature of Examiner
M, nitials of Reviewer
T Important Text

Date Received

W] Registration Added

W] Registration not added

2. You can sort the Form Field names so the proper tab order is created for signing. Click on the arrows
(highlighted in blue below) to activate the sorting feature. Click on the bars (highlighted in yellow below) to
drag the Form Field name up or down in the list:

© 2020. Accusoft Corporation. All Rights Reserved.



PrizmDoc Viewer End User Guide 131

Form Fields T

A Signature of Examiner

M Initials of Reviewer
T Important Text
Date Received
W] Registration Added

W] Registration not added

After you have moved the fields as desired, click on the arrows again to de-activate the sorting feature.

3. You can easily modify the fields from this pane by clicking on the Display Name of the field. For example,
click on Signature of Examiner to edit that field:

Form Fields T

A Signature of Examiner
M Initials of Reviewer
T Important Text

Date Received

W] Registration Added

W] Registration not added

4. The Signature Pane displays and you can edit the contents of this pane as desired. The Duplicate icon,
highlighted in yellow below, allows you to draw multiple signatures at a time. To delete a signature field in
the template, click on the Delete button, highlighted in green below:

4 Signature an

| Required Read Only
Field 1D
Sgnatured

Display Name

Properties Panel

The following example shows the Properties Panel for a Text Box (which displays when you click on an item in the
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Form Navigator):

4

Address i [i

| Required | Read Only ]

| Multiline | Single Line |

Field ID

Text1

Field Type
Text Box -

Alignment

Font

Use Global Setting v
Color

Use Global Setting -
Max Font Size

8 pt -

Character Limit
1000

Note that the following items are available in the Properties Panel depending on the tool you selected on the Main
toolbar (Signature, Initials, Text Box, Date, Checkbox):

Required Button - select the button to require the end user to fill in the field

Multiline Checkbox - select the checkbox to allow the end user to enter multiple lines of text in the text box
(the Max Font Size drop-down will display when you select this checkbox so you can choose the maximum
font size you want the field to auto size to)

Read-only Button - select the button to set the field as read-only for the end user

Field ID - this field is populated with a generic name by default

Alignment - sets the horizontal text alignment for the selected field

Display Name - enter a name to easily recognize the field

Font Drop-down - the default is "Use Global Setting" or you can click to select from a list of available fonts
Color Drop-down - the default is "Use Global Setting" or you can click to select from a list of available colors

Max Font Size Drop-down - when Multiline is selected, the Max Font Size drop-down is displayed so you can
select the maximum font size you would like the field to auto size to

Character Limit - enter a number to limit the number of characters a user can enter

Set up a Basic Template

This topic contains the steps to set up a template:
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Creating a New Template

Viewing Required Fields

Viewing Read-only Fields

Adjusting a Field's Horizontal Alignment
Adjusting a Field's Position

Sorting Fields

Editing, Duplicating or Deleting a Field
Saving the Template

Deleting the Template
Creating a New Template

1. From the splash screen, under Create a New Template, add a file by selecting one of the following:
® Drop a File Here
e Click to Select a File

2. For this example, choose Click to Select a File:

prizmdoc

create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

3. The Open dialog box displays. Browse to the file location, click on the file and clickOpen:

4. The template displays in the E-signing window:

Tach Wittng urnpin Wl 1= — WATE N

M Pl

(p Form CA
" NPT A
e e
T

LR Ew T

- - ar
R g St
R THE ST b

O N WRITE ABDVE TS LS. P 70U SEED MORE SPACE, USE A SEPARATE COMIRLETINN SREET
Tbe-sd et ¥

g vt wars b of o Ak Pt atm ¥ T

L r——— Wame ol ol Coprright Chsbmarmis] ¥

Lo il b o it ot bt I8 B, B st @
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5. In the upper left corner, click in the Unnamed Template field. Type in a name for the template and click Save:

H Save | v
ﬁ‘ Signature M Initials T Text Box Date E Checkbox

6. To make Global Settings for the template, click Settings:

M 41 ) M
ﬂSettings

7. The Global Template Settings dialog box displays:

Global Template Settings

| Font | Roles

Font iZolor
Handhwriting - . -

Cancel Done

8. Select the Font type and/or Color as desired. If you want to create Roles for the template, refer to the section
below, "Adding Roles".

£ Note that when you select a font or color in the Global Template Settings dialog box, it is the default setting
for the Text Box and Date fields that you create in the Template. You can override the font or color on a per
field basis if desired.

9. Once you are finished making selections in the Global Template Settings dialog box, click Done.
Viewing Required Fields

Required fields can easily be seen by the red indicator in the upper right-hand corner:
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DO NOT WRITE ABOVE THIS LINE. IF YOU NEED MORE SPACE, USE A SEPARATE C

Title of Work ¥
h |

Registration Number of the Basic Registration ¥

Name(s) of Author(s) ¥

Once you click on the required field, the indicator will disappear. When you click outside of the required field, the red
indicator will reappear in the upper right-hand corner.

Viewing Read-only Fields

Read-only fields can be easily seen by the indicator in the upper right-hand corner:

Date of Birth:

Once you click on the read-only field, the indicator will disappear. When you click outside of the read-only field, the
indicator will reappear in the upper right-hand corner.

N

Adjusting a Field's Horizontal Alignment

You can specify a text and signature field's horizontal alignment by selecting one of the following buttons:

Alignment

Adjusting a Field's Position
Arrow Keys

You can move or 'nudge’ the position of a field by using your keyboard's arrow keys. Click on the field you want to move,
then select the up, down, left or right arrow key on the keyboard to move the field to the desired location on the form.

Group Properties Panel

1. You can align and match the size of multiple fields at one time by using the Ctrl key and clicking on the fields you
want to align:

— . v—— o {7y -4 T . b

[y wT—— [T p—— p——

semtim wad Jotres of | Wbt ammbon 31 0k Regsntion. ¥
.

h-n. s Pty o0 Dnasin =
— 4 adeng 15 Hnasly i

.
et bufotmn to X Apyencs s Susk dug basviin ¥

2. Then select Match Size and Vertical Alignment as shown in yellow highlight below:
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st v M o vt It be B gt ¥ - i
- " " EE3
e ¥ lar g ot v ]

S S A —

< You can align and match the size for the signature, initials, text box, and date fields.

Sorting Fields

Use the following steps to sort fields that you have created:

1. After you add some fields to the template, you will see them displayed in the Form Navigator to the right of the
template:

Form Fields T

ﬁ‘ signature of Examiner
M Initials of Reviewer
T Important Text

Date Received

W] Registration Added

W] Registration not added

2. You can sort the Form Field names so the proper tab order is created for signing. Click on the arrows (highlighted
in blue below) to activate the sorting feature. Click on the bars (highlighted in yellow below) to drag the Form Field

name up or down in the list:

Form Fields T

& Signature of Examiner

M. Initials of Reviewer
T Important Text
Date Received

W] Registration Added

W] Registration not added

3. After you have moved the fields as desired, click on the arrows again to de-activate the sorting feature.

Editing, Duplicating or Deleting a Field

1. You can easily modify the fields from the Form Navigator by clicking on the Display Name of the field. For
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example, click on Signature of Examiner to edit that field:

Form Fields T

& Signature of Examiner
M. Initials of Reviewer
T Important Text

Date Received

W] Registration Added

W] Registration not added

2. The Properties Panel displays and you can edit the contents of this pane asdesired.

® To draw multiple signatures at a time, click on the Duplicate icon.
¢ To delete a signature field on the form, click on the Delete button.

d Signature M W

| Required ‘ Read Only |
Field ID

Signaturel

Display Name

Applicant's Signature

3. When you are finished, click on the Return button to go back to the Form Navigator:

d Signature M W

| Required | Read Only \
Field ID

Signature

Display Name

Applicant's Signature
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Saving the Template
Use the following steps to save the template:
Save the Template

1. To save the template you created, click Save on the toolbar at the top of the Viewer window:

H Save |

2. A check mark appears on the Save button to indicate your changes have been saved.
Save a Copy of the Template

1. To save a copy of the template you created with a different name, click the Save drop-down and select Save a

copy:
H Save | ™
Save a copy
||IILIdI‘-:l L I@B

2. A copy of the template is created. Click in the Name Field and enter the new template name:

friting Sample - Copy | [§] save |~

3. Click Save to save the new template.

] If you exit a template without saving your changes, a message appears, "Confirm Navigation - Warning: You have
unsaved changes, save before continuing. Are you sure you want to leave this page?" Click ‘Leave this Page' to exit
without saving changes or click 'Stay on this Page' to save your changes.

Deleting the Template

Use the following steps to delete a template:
1. From the splash screen, under the heading 'View an Existing Template', you will see the list of available templates:

prizmdoc

create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

2. Scroll to the template you want to delete.
3. Click Delete and a message appears, "Are you sure you want to delete this template?”
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x
The page at pcc-client-swrldrd jpg.com:B006 says:

Arewou sure you want to delete this template?

4. Select OK to delete the template (or Cancel to keep the template).

Add Features to the Template

This topic contains the steps to design a template using all of the tools on the menu:

Adding a Signature
Adding Initials

Adding a Text Box
Adding a Date

Adding a Checkbox
Adding Roles

Assigning Roles to Fields

Assigning an Input Mask to a Text Box
Adding a Signature

Use the following steps to add a signature to the template:

AT P TgT =0 KL
§rm P spuun Mo T roctex [5] 0 [(F Owiven Rk Sewng

You Owe the amount you owe. For details on how to pay, see instructions. > 14 | | ¢ Sonetwre for Bxam W@

Third Party DO You want to allow another person to discuss this return with the IRS (see L] Yes.C: below. [] No

Roqared
asme > . > | number (PIN) | i ) -

Sign mwﬁ:m.mm&mwmm&nnmdmwmﬁ“m.m?m

Here ca all information of which the prepares has any knowsedge. 2 ek :

Joint return? See Jour signature ° o Date Your occupation | Daytime phone number

o oy 4 p A N h gl 0

IDStXtions. e o L N K

Keepacopy for [Jf SPoue’s signature. I a kot retur. both must sign. Date Spouse's oocupation 1 s [R5 sent you Ity Protecton o

mnm mml

Paid Print/Type preparer’s name Preparec’s signature Date mm” Oy | F™

Preparer

UseOnIy Firm's name > ]FIrm'lEN»

Firm's address » !Fhomno.
For Disclosure, Privacy Act, and Paperwork Reduction Act Notice, see instructions. Cat. No. 11329W Form 1040EZ (2014

. To add a signature, click on the Signature button.

. Scroll to the location on the template you want to add the signature and draw a box.

. The Properties Panel opens to the right of the template and displays the available options for the field.
. If the signature is read-only, click the Read-only button.

. If the signature is mandatory, click the Required button.

. Enter a Display Name to easily refer to the form field. In this example, type in Signature forExaminer.
. Choose the Alignment, click the Left, Center, or Right button.

. If you want to add additional signature fields to the template, click on the Duplicate icon and draw the signature
fields as desired.

0o N o 1w N =

< You can adjust a field's position in several ways; see the section below, "Adjusting a Field's Position" for details.
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Adding Initials

Use the following steps to add initials to the template:

140

1040EZ "] - -— M 4> N
L4 M T « 3 4 &
4 in
Department of the Treasury-—lnternal Revenve Service
Form Income Tax Return for Single and ;
1040EZ  Joint Filers With No Dependents @) 2014 OMB No, 1545.0074 il
Your first name and initial Iy ° o Last name Your social security number 2 e
A K3 o N
'nammm’s&uv:ivruiurw’d “Last name “Spouse’s soclal security number
Home address (umber and street). If you have a P.O. box, see Instructions. Apt.no. [A Mmmm&wn)

~N o u N wN

. To add initials, click on the Initials button. Scroll to the location on the template you want to add the initials and

draw a box.

. The Properties Panel opens to the right of the template and displays the available options for the field.
. If the initials are read-only, click the Read-only button.

. If the initials are mandatory, click the Required button.

. Enter a Display Name to easily refer to the form field. In this example, type in Initials of Reviewer.

. Choose the Alignment, click the Left, Center, or Right button.

If you want to add additional initials fields to the template, click on the Duplicate icon and draw the initials fields
as desired.

<! You can adjust a field's position in several ways; see the section below, "Adjusting a Field's Position" for details.

Adding a Text Box

Use the following steps to add a text box to the template:

' - - + M 4> M
M T tensex @ ome |4 0 s
4 [ L}
Department of the Treasury—Internal Revense Service
Form Income Tax Return for Single and
1040EZ  Joint Filers With No Dependents w9 2014 OMB No. 15450074
¥whmmsmhwd ° Last name Your soclal security number = =
N EE=E=
° 0
?lamm'.w'sm?mmw Last name Spouse’s social security number
Horme addrees (number and s&reef). H you have a P.0. box, 566 ISructions. oy Mok e 815 550 —
‘l above are comrect. Max Font Sue
“City, town or post office, state, and ZIP code. I you have a foreign address, als0 COMPiets SPaces below (568 Instructions). Prosidential Election Campaign
N Chack hers ¥ you, or your spouse ¥ filng
Formign country name ]mmmmm [wmm rﬁmaﬁmﬁw

o Ul W

oo

. To add a text box, click on the Text Box button. Scroll to the location on the template you want to add the text

box and draw a box.

. The Properties Panel opens to the right of the template and displays the available options for the field.

. If the text box is read-only, click the Read-only button.

. If the text box is mandatory, click the Required button.

. If you want to allow the end user to enter multiple lines of text in the Text Box, click on the Multiline checkbox.

. Once you select the Multiline checkbox, the Alignment, Font, Color, Max Font Size, and Character limit properties

display on the Properties Panel. Select the properties that you want for the Multiline TextBox.

. Enter a Display Name to easily refer to the form field. In this example, type in First Name &lInitials.
. If you want to add additional text box fields to the template, click on the Duplicate icon and draw the text box

fields as desired.

© 2020. Accusoft Corporation. All Rights Reserved.



PrizmDoc Viewer End User Guide

| 2] You can adjust a field's position in several ways; see the section below, "Adjusting a Field's Position" for details.

Adding a Date

Use the following steps to add a date to the template:

J40EZ =] B — + [ A N |
o o Moo T settor [5)0m 4 crct £ e
ey
D“IW Designes’s I Phooe Personal identifi i 4
pame B 0. B sumber (PIN) 0] (10 {777 I [ 1 S L
sl@ Ummo’mlmmlmmlﬂsmm mmmammmm Rt is true, correct, and Roqurod |
accurately lists all amounts and sources of income | received during the Declaration of proparer (other than the taxpayer) is based
Here on all information of which the preparer has any knowledge. s
Joint ? See Your signature .77‘1Vouocam Daytime phone number
instructions. b N N
Kecpacopy for [J] S90U0's sionaturs. 1L Joot roturm, both mustsion. | Dato | Spousa's occupaiion 3 0 S st you n ety Prtcton
your recorde P antr F
- = =
Paid Print/Typo proparer’s name | Proparer's signaturo [D-h Check DH PTIN =_ = =
| self-employed
Preparer Firm's name ‘ | Fm's EIN
's » 's >
Use Only Firm's address » | Phone no. I
For Disclosure, Privacy Act, and Paperwork Reduction Act Notice, see instructions. Cat. No. 11329W Form 1040EZ (2014)

1. To add a date box, click on the Date button. Scroll to the location on the template you want to add the date and
draw a box.

. The Properties Panel opens to the right of the template and displays the available options for the field.
. If the date box is read-only, click the Read-only button.

. If the date box is mandatory, click the Required button.

. Enter a Display Name to easily refer to the form field. In this example, type in Date Signed.

. For a date box, you can choose the Alignment, Font, and Color.

~N o o W

. If you want to add additional date fields to the template, click on the Duplicate icon and draw the date fields as
desired.

<! You can adjust a field's position in several ways; see the section below, "Adjusting a Field's Position" for details.

Adding a Checkbox

Use the following steps to add a checkbox to the template:

E & ) + M 41> M
L4 Mrasn T o~ ¥ i
e ——y
D“IW Designee’s Phooe o
name > no. B | number (PIN) o [jmiasfumynu) \ in
sm Under penalties of perjury, | declare that | have examined this retum and, to the best of my knowledge and belief, it is true, commect, and
Here mwmu;m#m&wmtmmnmm.wdmmmnwhm
Joint 7 See Your signature Dato Your occupation Daytime phone number
instructions. b h h b
Kﬁt?mfor Spouse's signature. If a joint retum, both must sign. | Date. | Spouse’s occupation :'?zfnmmwm
your i here (306 ct)]
Paid Print/Type preparer’s name Preparer’s signature | Date wm é'o“ PTN
Fraparer FArm [ Aems N
'sname > 's >
Use Only Firm's address > | Phone no.
For Disclosure, Privacy Act, and Paperwork Reduction Act Notice, see instructions. Cat. No. 11329W form 1040EZ (2014)

1. To add a checkbox, click on the Checkbox button. Scroll to the location on the template you want to add
the checkbox and draw a checkbox.

. The Properties Panel opens to the right of the template and displays the available options for the field.
. If the checkbox is read-only, click the Read-only button.

. If the checkbox is mandatory, click the Required button. If not, leave it unchecked.

. Enter a Display Name to easily refer to the form field. In this example, type in Self-employed.

. If you want to add additional checkbox fields to the template, click on the Duplicate icon and draw the checkbox
fields as desired.

o Ul AW

7. To create a group of checkboxes, follow step 5 above and create the desired amount of checkboxes that you want
the user to choose from.

8. Press the Ctrl key and click on (multi-select) the checkboxes that you want to put into a group. The Group
properties panel displays:
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4 Group ]

| Required | Read Only |

Checkbox Group
None -

Vertical Alignment

Horizontal Alignment

Match Size
- 1

9. From the Group properties panel, you can select the Required button (if desired), the Read-only button (if
desired), enter a Checkbox Group name, select the alignment and match the size of all the checkboxes in the
group.

10. Under Checkbox Group, select New Checkbox Group so that the user can check multiple checkboxes within that
group. Enter a name for the group (in this example, type Three Choices) and click the checkmark to save the
group name.

4 Group ]

| Required | Read Only |

Checkbox Group
Three choices -

Allow Multiple Selections

Vertical Alignment

Haorizontal Alignment

Match Size
- 1

11. If you want the user to be able to make multiple sections, check the Allow Multiple Selections checkbox.

| &l You can adjust a field's position in several ways; see the section below, "Adjusting a Field's Position" for details.
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Adding Roles

You can add Roles to a template so that multiple people can review, edit, sign and save a document. For example, roles
could be created for an Employee, a Manager and a Director. Adding roles to a template helps clarify the document
review process in an organization by only allowing role-based interaction within the document.

Use the following steps to add roles to the template:

1. To add roles to a template, click on Settings and the Global Template Settings dialog is displayed:

X

Global Template Settings

| Faont | Holes

Font _olar

Hanchariting - I -

Cancel Done

2. Click the Roles tab and the roles settings are displayed:

Global Template Settings

Faont | Foles |

Fola Name Foles
Mo roles have been creafed.

Color

—

Cancel Done

3. In the Role Name field, type in Employee and click the Checkmark (or press Enter):
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Global Template Settings

Font | Ruoles |

X

—

Fole MName Foles
Ermployes v MNa rales have been creafed
_olor

Cancel Done
The new Role titled "Employee” is displayed under Roles in blue:
Global Template Settings
Font | Foles |
Role Mame Roles
Employes X

Color
—

Cancel Dane

144

! The colors apply to each role by default in the following order: blue, green, red, gold and black. If you want to
select a different color for a role, you must select the color before clicking the "Checkmark" or pressing
“"Enter". Note the maximum number of roles you can create is five.

4. Repeat steps 1-3 and create a Manager (color green) and Director (color red) role. When you are done creating

roles, click Done:
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X
Global Template Settings

Font | Roles |

Role Name Roles
Employee &
Color *
- Director ®

Cancel Dane

5. Go to the top of the template and click Save.
Assigning Roles to Fields

This section assumes you have created roles in the section above titled, "Adding Roles".

Use the following steps to assign roles to fields in the template:

1. In this example, click on the Form CA Received field and the Properties Panel is displayed:
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smployer. You must also
m if you do not get a

spouse if married
e can claim you as a

.
—

.
ju—
o
o)
o

HO AW
®-
._.

4 Group W e

[Required l Read Only |

Role

Employee -

Vertical Alignment

Horizontal Alignment

Match Size

- 1

2. Click on the Role drop-down and select Employee. The field turns blue indicating the field is required for an

Employee to review and fill out.

3. Click on the Funds Received Date field and the Properties Panel is displayed:
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'n' Settings
4 Signature [l B
¢ Required
Field ID
Signatural
Display Mame

Signature of Examiner

) Role
e of this page. DO NOT WRITE HERE

hanager -
Page 1 of pages
FORM CA RECEIVED FORM CA
A
FUNDS RECEIVED DATE
® C ®
b4 e
S e L

4. Click on the Role drop-down and select Manager. The field turns green indicating the field is required for a
Manager to review and fill out.

5. Click on the Examined By field and the Properties Panel is displayed:

ﬁ Settings
4 Signature [ B
¥ Required
FieldID
SignatureZ
Display Name
Examined By
) Role
of this paqe. DO NOT WRITE HERE
Director =
Page 1 of pages
FORM CA RECEIVED FORM CA
N
FUNDS RECEIVED DATE
N
E‘XAMINED BY PY ° FOR
L L) ] COPYRIGHT

6. Click on the Role drop-down and select Director. The field turns red indicating the field is required for a Director
to review and fill out.
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7. Once you have assigned all of the roles to the desired fields, click Save at the top of thetemplate.
Assigning an Input Mask to a Text Box

By adding an Input Mask to a text box, you can require a signer to fill in the text box with specific information, such as a
Phone Number, Social Security Number, Date, Zip Code, or Model Number. Valid entries for the Input Mask are: # -
Numeric, A - Alphabetic, and * - Alphanumeric.

Use the following steps to add an Input Mask to a field which requires a telephone number:

1. Create a text box.
2. In the Properties Panel, enter (###)###-##i#i# in the Input Mask field.

TATICINT OIVATL U DIINTTI

Input Mask ?
(R

® L
PATIENT’S PHONE NUMBER

3. Click Save at the top of the template.

Use the Form Field Detector

The E-Signature Module's Form Field Detector supports the ability for you to upload a PDF document or raster image
with form fields, auto-detect and convert the active fields for the E-Signature Template. You can modify the fields as
needed and share the document with another user who will complete and sign the document. The Form Field

Detector facilitates a fast, convenient and more secure process for working with PDF documents and raster images with
form fields.

Supported Fields

Field Type Description

Button Fields Check box and Radio button field types are supported. The Push-button field type is not supported.
Text Fields Are supported, including limited support for font and color attributes.

Choice Fields Not supported.

Signature Fields Are supported.

Adding a PDF file or Raster Image to the E-Signature Splash Screen

| ["g| This guide assumes you have access to the E-Signature sample application included in the Windows Client Installer.

Use the following steps to upload and convert a document using the Form Field Detector:

| &l The following example uses a PDF file, but the same process can be used for a raster image with form fields.

1. Launch the E-Signature sample application located at:
http://localhost:18000/PrizmDoc_HTML5_Viewer NET_WEBFORMS/e-signature-splash/.

2. From the splash screen, under Create a New Template, drag and drop the PDF file that you want to use:
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prizmdoc

create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

3. The Convert Document dialog displays:

X

Convert Document?

We've detected form fields in your document that

can be converted. Would you like to do that now or
continue without converting?

Continue Without Converting | Convert Document

Choose to either Continue Without Converting or Convert Document. (If you choose Continue Without
Converting, the PDF file will open, but the form fields will not be converted.)

4. After you click Convert Document, the Convert Document Progress dialog displays:
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Convert Document

* Conversion in progress.

Cancel

5. Once the PDF file has successfully converted, the Document Form Fields Converted dialog displays:
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fi-“ Save |~

— 7% =

‘ Pan p\ Signature M Initials T Text Box Date @ Checkbox

Form Fields i
pehbon Sl Document form fields S8 T 1_01_0[0]
Dttt o For the moni ending converted = -
= T f1_02_0[0]
AkSross (e, s¥et, 1006 of slo N Fomn 637 rogistrution susbor
i = M c1_01_0_[0]
‘ 1.01_0_[1
e v [ [ M c1_01_0_[1]

. g do— T f1_03_0[0]
Enter the transactions for the period on A and B, then !
lines 1 and 2 for each product code (PC) fsee instructions).
) ® @ T @ T 1_04_0[0]
PC:| PC: PC:| PC:
i P E i T 1_05_0[0]
ik e amounts o each ackly s Schecle
A e ator s combinec ot by PG, N T 1_06_0[0]
2 ;«:«mmmwmm |
S L T 107000
iy Sihacde § ad entar o comtimar
ity T 1.08_0[0]

T f1_09_0[0]

T f1_10_0[0]
e i T T et e e iy e e e A T f1_11_0[0]
Knowlede and beliel, it is true, corroct, and compicte.

P Yo M spplbabieb ot AT f1_12_0[0]
4 » Ll L v

L B 2
OSettings

6. The PDF file is displayed within the Template Designer and you can click on the converted fields and make changes

as desired:
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il ses 5] =—om% % Mo« » M
‘ Pan p\ Signature M Initials T Text Box Date E Checkbox Q Settings
4 TextBox [ W
:720'53 Carrier Summary Report Oun Na 4578 B e
pnap ) equired L Multiline
Intarrad Aovene Savics For the month ending .20 ‘ [] Comectod [ vois )
v Field ID
Company name . Employer eumber (EN)
@ @ Text3
Adruss (i, Shedt, 100m of il e Foms £37 rugistruton susbe L
[y ey r—prr— Do Ay Display Name
| Partil tions for the Month L
Net Gallons (attach additional schedule(s) if neaded) Font
E the ransactions for the S s and B, =
e mzfammﬂp;::;‘qmm::ﬁ-q - Use Global Setting v
@ ®) | f©) | @
PC PC: PCH PC: Color
1T i, e be et et I -
Schedulefs) A, column (g), by PC. If you have
receipts from more than one faciity for a PC, . )
add the amounts from each 's Schedule
e ey Character Limit
0
2  Total deliveries. Enler the lolsl net gallons
from Schedulels) B, column (g), by PC. If you
have deliveries o more than one facdity for 3
PC, you must add the amounits from each
faciily's Schedue B and enler the combinad
total by PC.
Under penaitios of perjury, | dockare that | have examined this rotum, including and 2nd 1o the bost of my
Knowiede and belel, it is true, correct, and complte.
Signature > Title, ¥ applicable » Dated =
4 »

7. After you have finished making your changes, you can name the template and save it.
Refer to the following topic for possible error messages:

® Form Field Detector Error Messages
Making Additional Changes to Your Template

For details on how to make additional changes to your template, refer to the following topics:

® How to Set up a Basic Template
® How to Add Features to a Template

Signing the Template

For information on how to sign a PDF that has been converted to an E-Signature Template, refer to the following topic:

® Sign a Form Converted by the Form Field Detector

Form Field Detector Error Messages

You may encounter error messages for the following reasons:
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® Generic error detecting form fields in the uploaded document.

e Form Field Detector feature is not licensed.

¢ The Form Field Detector fields do not have a matching PrizmDoc Viewer E-Signature field.
e Documents that contain XFA fields are not currently supported.

Example Error Messages

Conversion failed:

Convert Document

A Conversion failed.

Cancel  Retry

Form fields are not supported:

Convert Document

A None of the form fields in this document are

currently supported.

XFA fields are not currently supported:
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lox Date z Checkbox
INT THE FOLLOWIN ‘ : ‘ 4 DOCUMENT IS
'DER TO PREPARE T This document contains XFA fields. Docurnentsdthat ENENPESTLECN NOTE: NO

currently not supported.
[AY BE MADE TO THIS = DER AFTER THE

IAS BEEN ACCEPTED.)

NUMBER; DATE OF SALE:

VAME IN WHICH THE CERTIFICATE OF TITLE IS TO BE ISSUED:

Signers - Fill out a Form

This section contains information on how to fill out forms:

Tools Reference
Fill Out a Form
Sign a Form with Multiple Roles

Sign a Form Converted by the Form Field Detector

Tools Reference

This section covers the following features:

Example of a Form in the E-Signature Viewer
Form Name

Checklist

Zoom In / Zoom Out

Page Navigation

Example of a Required Field

Example of an Optional Field

Progress Bar

Download Signed Form

Example of a Form in the E-Signature Viewer

The following example shows a form displayed in the main E-Signature viewer:
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G- Form CA
Por 7 Repreons

LRI DWTES ComvRma| evw

UL ETIATON Ut

Privacy ACt NSTCE Sectian 400418 of e |7 o S Lrvied Strves
Cose MTNORDE [ e-CIPRTIPIT CTR0 16 0ok 1 e personady xh st hyng
AT Teaeined 36 THS SIIT) (1 GIINE 0 PPRCess De P

Toe wrarmatmn requedtid. IVaTOIoN Ty Se oued o Jelayed
S pan Py S0t B secitid £ S eriai rellf, reme S, st banstes
e The SO TR

e
DO ROT WINTE ABOVE THES LINE IF YOU NEED MONE SPACE USE A SEPARATE CONTINUATION BMELT

Thie of Wack ¥
»

Beghetiaton Nusibet of Be Dask Leghlaon ¥ T e of Sl Begistntion ¥

Form Name

The following example shows the Form Name:

Tech Writing Sample

® This is not an editable field.

Checklist

The following example shows the Checklist Icon:

= Checklist

1. When you click on the Checklist icon, the Checklist expands:

Q signature of Examiner

€9 Initials of Reviewer

€ Important Text

€) Date Received
Feqgistration Added

Fegistration not added

® The red star indicates a required field.
® The grey circle indicates an optional field.

2. Whenyou fill out a required field, the red star turns to a green check mark. When you fill out an
optional field, the grey circle also becomes a green check mark:
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= Chacklist

Signature of Examiner
€9 Initials of Reviewer
€ Important Text
€9 Date Received

Fegistration Added

Registration not added

Zoom In / Zoom Out

The following example shows the Zoom In / Zoom Out Toolbar:

—141%

® Minus Sign - click to zoom out
® Percentage - displays the viewing percentage

® Plus Sign - click to zoomin
Page Navigation

The following example shows the Page Navigation Toolbar:

M €1 > M

First Page - click to go to the first page of the form
Previous Page - click to go to the previous page
Next Page - click to go to the nextpage

Last Page - click to go to the last page of the form

Example of a Required Field

The following example shows a field with a red star which indicates that it must be filled out:

Title of Work ¥

) {

Checklist as required.

Example of an Optional Field
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The following example shows two checkboxes that are optional and can be left blank:

REFERENCE TO THIS REGISTRATION ADDED TO
BASIC REGISTRATION | LIYES | UNO

Progress Bar

The following examples show the different stages of the progress bar:

® The Progress Bar is grey prior to you filling out the form fields:

Frogress
2 optional left

® When you start filling out some of the fields, the Progress Bar turns blue:

Progress (NG

2 optional left

e Afteryou have filled out all of the required fields, the Progress Bar turns green and you can
download the signed form:

Progress (NN

2 optional left

@ If you exit a form without filling in all the fields, a message appears, "Confirm Navigation - Warning:
You have made changes, download before continuing. Are you sure you want to leave this page?"
Click 'Leave this Page' to exit without downloading changes or click 'Stay on this Page' to fill out the
remaining fields and download your changes.

Download Signed Form

The following examples show the Download Signed form button:

® The Download Signed Form button is grey prior to you filling out the template fields:

e When you fill out all the required fields, the Download Signed Form button is activated:

i Download Signed Form
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Fill Out a Form

This topic contains the options and steps for filling out a form:

Working with Large Files
Opening a Form

Working with Signatures
Working with Initials
Working with Text Boxes
Working with Dates
Working with Checkboxes

Working with Large Files

Note that if you open, scroll-through or use set page number for a very large file, you may see the spinning circle (highlighted
in yellow below) displayed in the middle of the Viewer while the document loads:

# &

- = < =
Opening a Form

1. From the splash screen, under View an Existing Template section, click on View next to the template you want to fill
out:

prizmdoc
create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

2. The template is displayed in the Viewer and the Checklist pane displays:
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- + N

o G Form CA
ey

-

COF WIRITE ABOVE 1905 LIV # 15U MEED MORE SAEE, GEI A SERAATE CORTIUATION ST
oo/ Work ¥

gt Narvher of Be Smbi Rrgiersiie ¥

3. The required fields have a red star next to them and the optional fields have a grey circle.

€] Required Checkboxes will not have a red star next to them on the form, but they will display in the Checklist as
required.

4. Starting with the first item in the Checklist, you can press the Tab key to move through the fields on the from. You will
need to use the mouse to choose a date, draw a signature, draw initials or select a checkbox.

Working with Signatures

You can create both drawn and typed signatures to use throughout the document. You can also remove them from the
document or delete them permanently and start over with new signatures. This section covers these options in detail.

Drawing a New Signature

1. Click on the first item in the list. In this example, click on Signature of Examiner. The form focus moves to the
Signature field.

2. Click in the Signature field and the Draw or Type a New Signature dialog box displays:

x

You don't currently hawve any signatures.
Draw a New Signature
or

Type a New Signature

3. To draw a new signature, click on Draw a New Signature. The Draw Signature dialog box displays:
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X

1 Retry

¥ Set as default. Cancel H Save

4. With your mouse, draw your signature above the line. You have the option to Retry, Set as default, Cancel or Save.
When you are finished, click Save. Your signature is placed in the Signature field.

Typing a New Signature

1. To type a new signature, click on Type a New Signature. The Type a New Signature dialog box displays:

X

Enter your signature:;

¥ Set as default. Cancel H Save

2. Type your signature in the Text box. Your signature displays in a variety of fonts:
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JEP

JSP
%x%P
JS7

¥ Sat as default,

Enter your signature:

JSP

JSP
ISP

-

Cancel H Save

161

3. You have the option to Set as default, Cancel or Save. Click on the signature you want and click Save. Your signature is

placed in the Signature field.

Applying a Signature

1. To apply a different signature, click in the Signature field. The Signature dialog box displays:

Apply to document

Drawe a Mew Signature

Femaove from document

|
O .
Type a Mew Signature Done

2. Scroll to the signature you want to use and click Apply to document.

3. Click Done.

Removing a Signature
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1. To remove a signature from the document, click in the Signature field. The Signature dialog box displays:

Remaove from document

JSP

Apply to document

Draw a Mew Signature Type a Mew Signature

X

Y

Daone

162

2. Scroll to the signature you want to remove and click on Remove from document (this removes the signature from the

document, but keeps it available to use again if you want).
3. Click Done.

Deleting a Signature

1. To delete a signature from the document, click on the Signature field. The Signature dialog box displays:

Femave from document

JSP

Apply to document

Draw a Mew Signature Type a Mew Signature

X

ry

Done

2. Click on the Delete (trash can) icon.

3. The signature is deleted from the E-Signature form completely and is not available for use again.
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4. Click Done.
Working with Initials

You can create both drawn and typed initials to use throughout the document. You can also remove them from the document
or delete them permanently and start over with new initials. This section covers these options in detail.

Drawing New Initials

1. Click on the second item in the list. In this example, click on Initials of Reviewer. The form focus moves to the Initials
field.

2. Click in the Initials field and the Draw or Type New Initials dialog box displays:

X

You don't currently hawve any initials.
Draw New Initials
ar

Type New Initials

3. To draw new initials, click on Draw New Initials. The Draw Initials dialog box displays:
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¥ Set as default,

X

€1 Retry

Cancel H Save

4. With your mouse, draw your initials above the line. You have the option to Retry, Set as default, Cancel or Save.
5. When you are finished, click Save. Your initials are placed in the Initials field.

Typing New Initials

1. To type new initials, click on Type New Initials. The Type a New Initials dialog box displays:

¥ Set as default,

Enter your initials:

Cancel H Save

2. Type your initials in the Text box. Your initials display in a variety of fonts:
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Enter your initials:

AP

MAP MAP
MopP MAP
MAP MAP

-

¢ Set as default, Cancel H Save

3. You have the option to Set as default, Cancel or Save.
4. Click on the initials you want and click Save. Your initials are placed in the Initials field.

Applying Initials

1. To apply different initials, click in the Initials field. The Initials dialog box displays:

Remave from document i
Apply to document i
Draw Mew Initials Type MNew Initials Done

3. Scroll to the initials you want to use and click Apply to document.
4. Click Done.

Removing Initials

1. To remove initials from the document, click in the Initials field. The Initials dialog box displays:
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Femaove from document

MAP

Apply to document i

Draw Mew Initials Type MNew Initials Done

2. Scroll to the initials you want to remove and click on Remove from document (this removes the initials from the
document, but keeps them available to use again if you want).
3. Click Done.

Deleting Initials

1. To delete initials from the document, click on the Initials field. The Initials dialog box displays:

Femaove from document

MAP

Apply to document

Draw Mew Initials Type MNew Initials Done

2. Click on the Delete (trash can) icon.
3. The initials are deleted from the E-Signature form completely and are not available for use again.
4. Click Done.
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Working with Text Boxes
Adding Text

1. To add text, click in the Text Box field:

DO NOT WRITE ABOVE THIS LINE. IF YOU NEED MORE SPACE, USE A SEPARATE C
Title of Work ¥
Example of Text

Registration Number of the Basic Registration ¥

Name(s) of Author(s) W

2. Type in the required or optional text. Note that if the text box allows multiple lines of text, you will see a scroll-bar
appear on the right side of the text box as you are typing:

DO NOT WRITE ABQVE THIS LINE. IF YOU NEED MORE SPACE, USE A SEPARATE CQ

Title of Work ¥
Example of multi-line text so you can see thedrop

—down shows after you reach the second line.
Registration Number of the Basic Kegistration v

Name(s) of Author(s) ¥

Note that some fields may have been designed with an Input Mask on them. In this case, you will see light gray text in
the field showing the expected format of the text and you will only be able to enter certain characters. In this example,
you will only be able to enter numbers:

lcupation Daytime phone number
's occupation If the IRS sent you an Identity Protection
PIN, enter it
here (see inst.)
Date Check [ i | PTIN
self-emploved

] An Input Mask field could be for any of the following: Date, Social Security Number, Phone Number, Zip Code, or
Model Number.

3. Click outside of the text box and go to the next field.

A If the box outline turns red, you have exceeded the character limit of the text box:
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DO NOT WRITE ABOVE THIS LINE. IF YOU NEED MORE SPACE, USE A SEPARATE C
Title of Work ¥

Example of Text Too Long w

Registration Number of the Basic Registration W

Nume(s) of Author(s) ¥

You must edit/delete some of the text within the text box.

Working with Dates
Adding Dates

1. To add a date, click in the Date field. The date picker displays:

) L | May 2015 >
his

1T 2

3 4 5 6 7 &8 89
m 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

[ —
| 31

FUNDS RECEIVED DATE

2. Click on the date you want and the date is entered into the Date field.
Working with Checkboxes
Selecting Checkboxes

Depending on how the form was designed, you will be able to select either:

® One checkbox out of group
® Several checkboxes in a group
1. To select a checkbox, click in the Checkbox. The check mark displays in the checkbox:

REFERENCE TO THIS REGISTRATION ARDEDR TO
BASIC REGISTRATION ﬁ YES | Q|NO

|‘é| Required Checkboxes will not have a red star next to them on the form, but they will display in the Checklist as
required.
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Sign a Form with Multiple Roles

This topic contains the steps for signing a form that has multiple roles. For example, an Employee, a Manager and a
Director all need to review and sign a form. Note that for ease-of-use, after each role/reviewer has filled out the required
fields and the Download button is enabled, the user gets a copy of the form and another copy is stored so that the
remaining roles/reviewers can see the information already added to the form.

To review and fill out a form with multiple roles:
Employee Example

In this example, the Employee role/reviewer is going to open and fill out the form first:

1. From the E-signing Splash Screen, under View an Existing Template, click Sign As... next to the form you want to
fill out:

prizmdoc

create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

2. The Sign As... dialog is displayed. For this example, choose the Employee role:

Sign As...

Choose a role...
Choose a role. .

Employee
Wanager

Director

3. The form is displayed in the Viewer and all the fields that are required for the Employee are highlighted in blue:
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FORM CA RECEIVED

09/17/2015

FUNDS RECEIVED DATE

EXAMINED BY

CORRESPONDENCE 4

REFERENCE TO THIS REGISTRATION ADDED TO

BASIC REGISTRATION [##ves | uNO

4. Once all the required fields are filled out, the Download Signed Form button isenabled:

Progress [N | § iz Signed Form

5. Click the Download Signed Form button and the burn-in process begins. Once the burn-in is complete, the
Document ready to download dialog is displayed:

X

Download Signed Form

& Document ready to download.

Cancel Save

6. Click Save and a copy of the file is available to save to the computer. Note that the Employee's changes have also
been saved in a copy of the form so the next role/reviewer can open the form and see their edits.

Manager Example

In this example, the Manager role/reviewer is going to open, review and fill out the form after the Employee (described in
the steps above).

1. From the E-signing Splash Screen, under View an Existing Template, click Sign As... next to the form you want to
review and fill out:
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prizmndoc

create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

2. The Sign As... dialog is displayed. For this example, choose the Manager role:

Sign As...

Choose a role. .
Choose a role. .
Employee
Manager
Director

3. You can drop a burned document in the dialog or click to select a file. The form is displayed in the Viewer and all
the fields that are required for the Manager are highlighted in green:

FORM CA RECEIVED

09/17/2015
FUNDS RECEIVED DATE

Bob Smith

EXAMINED BY

CORRESPONDENCE U4

REFERENCE TO THIS REGISTRATION ADDED TO

BASIC REGISTRATION [##|vEs | uNO

4. Once all the required fields are filled out, the Download Signed Form button is enabled:

Progress [N | 3 Download Signed Form

5. Click the Download Signed Form button and the burn-in process begins. Once the burn-in iscomplete, the
Document ready to download dialog is displayed:
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X

Download Signed Form

Q Document ready to download.

Cancel Save

6. Click Save and a copy of the file is available to save to the computer. Note that the Manager's changes have also
been saved in a copy of the form so the next role/reviewer can open the form and see their edits.

Director Example

In this example, the Director role/reviewer is going to open, review and fill out the form after the Manager (described in
the steps above).

1. From the E-signing Splash Screen, under View an Existing Template, click Sign As... next to the form you want to
review and fill out:

prizmdoc

create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

Edit

2. The Sign As... dialog is displayed. For this example, choose the Director role:

Sign As...

Choose a role.
Choose a role. .
Employee
Manager
Director

3. You can drop a burned document in the dialog or click to select a file. The form is displayed in the Viewer and all
the fields that are required for the Director are highlighted in red:
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FORM CA RECEIVED

09/17/2015

FUNDS RECEIVED DATE

Bob Smith

EXAMINED BY .
Sue Miller
CORRESPONDENCE U4

REFERENCE TO THIS REGISTRATION ADDED TO

BASIC REGISTRATION [##|vEs | uNO

4. Once all the required fields are filled out, the Download Signed Form button is enabled:

Progress [N | § iz Signed Form

5. Click the Download Signed Form button and the burn-in process begins. Once the burn-in iscomplete, the
Document ready to download dialog is displayed:

X

Download Signed Form

& Document ready to download.

Cancel Save

6. Click Save and a copy of the file is available to save to the computer. Note that the Director's changes have also
been saved in a copy of the form so the next role/reviewer can open the form and see their edits.

| @‘ Repeat these steps for each additional role that is required for your document review process.

Sign a Form Converted by the Form Field Detector

The E-Signature Module's Form Field Detector auto-detects forms in a PDF or raster image document and facilitates the
conversion to an E-Signature template. You can open the E-Signature template, fill out the form, sign and download it to
share with other users. This feature creates a fast, convenient and more secure process for working with PDF documents.

Viewing an E-Signature Template from the E-Signature Splash Screen

Use the following steps to view, edit, sign and download a document using the Form Field Detector:

1. From the splash screen, under View an Existing Template, click Sign next to the document you want to view:
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create a new template

Drag and drop a file here
or click to select a file

Upload

view an existing template

2. The document opens in the E-Signature Viewer:

174

Tech Writing Sample

= Checklist
& f1.01._0[0]
& 1_02_0[0]
@ c1.01.010]
c1_01_0_[1]
@ 103 0[0]
f1_04_0[0]
& f1_05_0[0]
f1_06_0[0]
& f1.07_0[0]
& 11._08 0[0]
& f1._09 0[0]
f1_10_0[0]
© 1_11_0[0]
f1_12_0[0]

f1_13_0[0]

v
L £d4 a4 _nrod

Progress

—52%

rum 120-CS Carrier Summary Report w8451

Prov. Sepparvter 2010)

e}t For the month ending Sapismber 205 B Comcmas [ vt

30 Carror

o | Employer astatication ramber [N

ABC Company

pre e = Fomm 837 regraintion s

123 West Main Street

Gty sbai, and 7

Anywhere, NM 12345 = z

Gt s Wb st | P v et maem

Ms.Smith _—__B00-456-3456 | _msmith@abccompany.com |
Transactions for the Month

(2)
PC:

PC:

Net Gallons (sftach additional schedule(s) if needad)

Enter the transacsions for the period on Schedules A and B, then complete
lines 1 and 2 for each product code (PQ) (see instructions).

) (e} | @
PC: \PC:

1 Total receipts. Enter the total net gallons from
Schedule(z) A, column (g), by PC. i you have
receipts from more than one facility for a PC,
add the amounts from each facility's Schedule
A and enter the combined total by PC.

2 Total defiverios. Enter the total net gallons
from Scheduletz) B, cokumn (g), by PC. If you
have deliveries to more than one faciity for a
PC, you must add the amounts from each
faciity's Schedule B and enter the combined
total by PC.

Under penaltica of parjury, | doclars that | inchutieq
it is e, comect,
Signatare > Tite, it spplicable >

of my

_ Date>

Fox privacy ~—

256 optional left

Cat No. 7307 Form 720-CS frev. 920000

¥ Download Signed Form

Fill out the fields and type in your signature at the bottom of the document.

3. When you are finished, click Download Signed Form and the Download Signed Form dialogdisplays:
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Download Signed Form

* Burning in progress.

4. Once the document is ready to be downloaded, the Download Signed Form dialog displays. ClickSave:
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Download Signed Form

@ Document ready to download.
Cancel Save

5. You can open the downloaded document to view and share:

=
roarm 120-CS

{Rev. September 2010)

of the Treasury
kel i For the month ending september ;2016 . Corrected [ Void

Carrier
Company name Employer identification number (EIN)
ny
Address (number, street, room or suite number) Form 637 regstration number
123 West Main Street
City, state, and ZIP code (Foreign addresses, include province and postal code as appropriate. Do not abbreviate country name.)

Anywhere, NM 12345

Contact person Daytime telephone number Fax number L:mail address

ith 00-456-3456 smith@abccompany.com
w Transactions for the Month

Net Gallons (attach additional schedule(s) if needed)

Carrier Summary Report OMB No. 1545-1733

Enter the transactions for the period on Schedules A and B, then complete
lines 1 and 2 for each product code (PC) (see instructions).

(a) (b) (© (d)
PC: PC: PC: PC:

Total receipts. Enter the total net gallons from
Schedule(s) A, column (g), by PC. If you have
receipts from more than one facility for a PC,
add the amounts from each facility's Schedule
A and enter the combined total by PC.

Total deliveries. Enter the total net gallons
from Schedule(s) B, column (g), by PC. If you
have deliveries to more than one facility for a
PC, you must add the amounts from each
facility’s Schedule B and enter the combined
total by PC.
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1 Index

Add Features to the Template, 143-152
Annotate Documents, 51

Annotate Tab, 110-113

Burning Annotated Content in the Viewer, 95-97
Burning Redacted Content in the Viewer, 97-99
Burning Signed Content in the Viewer, 99-101
Compare Documents, 13-18

Create a Full Page Redaction, 71-73

Create a Polyline Annotation, 53-54

Create a Strikethrough Annotation, 54-55
Create a Text Hyperlink Annotation, 55-57
Create Image Stamp Annotations, 51-53
Creators - Design a Template, 128

Download Documents, 92

Downloading the Original Document, 92-95
End User Guides, 3

E-Sign Tab, 115-122

E-Signature Module , 124

E-Signing Overview, 124-128

Fill Out a Form, 161-172

Form Field Detector Error Messages, 156-158
How To Examples, 12-13

Keyboard Shortcuts, 122-123

Load Annotations, 68-70

Overview, 4-12

Print Documents, 87-90

Print Non-standard Size Documents, 90-92
PrizmDoc Viewer End User Guide, 1-2

Redact Documents, 71

Redact Search Results, 49-51

Redact Tab, 113-115

Reference, 101-102

Save Annotations, 70-71

Search Box and Icons, 37-38

Search Documents, 37

Search Patterns, Filters & Document Review Features, 38-41
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Search Tab, 106-110

Set up a Basic Template, 136-143

Sign a Form Converted by the Form Field Detector, 177-181
Sign a Form with Multiple Roles, 173-177
Signers - Fill out a Form, 158

Tools, 102

Tools Reference, 158-161, 128-136

Use Annotation Comments, 76-78

Use Annotation Layers, 57

Use E-Signature Comments, 78-81

Use Image Tools for Viewing, 18-22

Use Redaction Comments, 81-84

Use Redaction Reasons, 73-76

Use Skinny Comments, 84-87

Use Text Selection Options, 22-29

Use the Comment Feature, 76

Use the Fixed Search Terms Feature, 41-48
Use the Form Field Detector, 152-156
Use the Proximity Search Feature, 48-49
View Documents, 13

View Embedded Hyperlinks, 29-32

View Tab, 103-106

Viewer Guide , 3-4

Viewer Main Screen Options, 102-103
Work with Annotation Layers, 57-68
Work with Email Attachments, 35-37
Work with Sticky Mouse Tools, 123-124
Work with Thumbnails, 32-35
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