EG OD O{ Goal: This document focuses entirely on enabling a user to
™ Annotate a Document within EcoDox.

Powered by Singularity
Complexity Level: Functional User

Prereq / Related Instructions: NONE

Step 1: Search for the desired Document - Refer to the Search for a
Document Cheat Sheet for assistance with searching.
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How To: Annotate a Document
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Step 2: View Image — Locate the desired Document and select the View Image link or select the
Thumbnail image.
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Step 3: View Image Applet — Select the Wrench icon to show Annotation
tools
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, i Step 3b: Annotate Tool Bar - Upon selecting the Wrench icon, the
Annotate toolbar opens.
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ECODO{ Goal: This document focuses entirely on enabling a user to
™ Annotate a Document within EcoDox.

Powered by Singularity
Complexity Level: Functional User

Prereq / Related Instructions: NONE

Annotation Tools — These tools will allow you to annotate a document.
Please bear in mind that annotations will not print when the document is
printed.

l‘:"‘/ Selection Tool: Select an annotation to modify from the document
Notepad: Create a Note Annotation on the document. The note can be secured to stop

= E/ unauthorized viewing.
E

[ Stamp: Create cookie-cutter messages, such as Accepted or Denied. The stamp can contain
& [, ("" the user ID of annotator and a Time/Date.

Annotate a Document

| | ‘:/ Highlighter: Create highlights on the document to emphasize a specific area of the document.
ey E Blackout: Create blackouts on the document to protect sensitive data on a document such as
=/ F & social Security Number.

How To

'_;.It E*-—'Text Box: Create unprotected text annotation on a document. Useful for including handling
notes for a document.

Shape Tools: Create various shapes on a Document.

|i *._.- Color Change Tool: Color a document.

Save Annotations— Be sure to save your work. Without selecting SAVE the changes will not appear
once the user leaves the document.
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