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@ VIEWEROVERVIEW

The online Viewer allows you to view and add mark-ups to documents in your browser. To open the Viewer, locate the document in the Document register I=then click icon.
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® SEARCH PANE @® COMMENTS & ANNOTATIONS @® LINKS PANE
The search pane allows you to search for text in PDF The Comments & Annotations Pane displays all Markup The Links Pane displays all links associatedwith a
files. Clickon searchresults to be taken to the page with  annotations, text & comments associated with a file. Document. You can link existing items or link to new items.

the searchtext highlighted. Click on the Item id to open existing links.

You can create new comments, add tags, respond to

I Q, I o existing comments or close them out (depending on Project o
Search 2 . . . Manage linked items
Settings being activated for these tasks).
= Add or remove linked items
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@® LINKINGANNOTATIONS
It is possible to link items to annotations created with the
® THUMBNAIL PANE Markup tools,
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@® MARKUP TOOLS OVERVIEW

Ensure you click save after adding To Delete or view Properties

Select the Markup Menu to access the Markup toolbar. The Properties
Format slide-out panel opens when markups are added. Save your markup! To enable Auto save of the Markup annotations, right-
To enable support for markup, right-click annotations to document markups option under Delete click on the object after adding it
link items such as emails, documents, or forms. Settings/ProjectSettings/Document. or view the slide-out panel.
Viewing tools Markup hMeasure The Tags dl’OdeWﬂ shows all tags

— X ] T added in comments. The New Defect

@ T g Zeemn B = T 2 £ B  sque £ & & Q Tags M New defect | ict5 mark defects to the drawing.
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[5 NOTE: — 2dd Note / PENCIL: . 3
Add pop-up notes on drawing. = £ Draw free-formlines. |

AREA HIGHLIGHT:
Highlight specific area.

— .

Square

DRAW SHAPE:

Draw the selected shape. For
some shapes you will need to
double-click when done.

i Equare /7‘ Arrow
() Circle Polygon
u O

/ Line A Polyline
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Selectand add stamp.
Choose from Standard,
Dynamic and create
Custom stamps.

= TEXT BOX: . ERASER:
Add text annotations. \Anno’[atlon Texﬂ Q Remove Pencil =|_
markups.

TYPEWRITER: \I: -

TI Enter text without a text box. J’_\W Comment 3 E‘ IMAGE: ﬁ }gmﬁ

db Insertimage. Fle rame: gt iogn 2

CALLOUT: ) o ~

‘% Add callouts. Fm"‘”gs needed ] — 3
H IG H LI GHT: ) Dynamic Stamps. Standard Stamps

! Highlights searchable text. TD ESlGN REVIEWJ> =Lt

PIN:

Add pin that contains
links to items. Pin
defects to the drawing.
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Select the Viewing Tools Menu to access the Viewing

toolbar.
Loupe
Launches a pop-window with Zaa\%ea't::t?ettrvf/l;n Joes
Viewing tools Markup Measure the selected area magnified. & pages.
il LW, - LA "I 100% rd = |
) \ \={ ® QO C—_‘) ’ (%] I (=) 1(171)
'] '] l
Pan Hand Marquee )
Move around large drawings Drag and drop a specific Download/Print
by clicking and dragging. areato zoom into it. Download or print the file.

® MEASURE TOOLS OVERVIEW

A\ Veasurements are approximate only and are dependent on the scale of the drawing.

NOTE
The measurements for the Area
== DISTANCE: |<' } and Perimeter tool will appear
™ Measure the distance between two points. in the Scale window.
_ For the Perimeter tool, you will
30¢ PERIMETER: need to right-click ™ then select

Complete Measurement.
Measure the perimeter.

Complete Measurement
AREA:
. . Cancel Measurement
Measure the area using the Polygon or circle measurement.
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