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Upload a file or 
drag and drop into 

document area

Right click on blue bar  
to open menu and chat 
(document viewer guide)

Add a new 
folder

Notes Tab

Documents 
Tab

Share a 
Workspace

Sort on date  
& no. of notes

Hide/show 
document details

Templates can be used to recreate settings 
to be used in other Workspaces

Change 
Notifications

Documents Tab Actions

Select  
Group

Select  
Filter

Export 
Notes

Workspaces/ 
Workspace templates

Double click 
opens document

Reply to 
comment

Mark as 
resolved

Edit or Delete 
your Note

Right click Note to 
preview document

Notes Tab Actions

Metadata for this document

View or edit document tags 

Get Notifications 
on this document

Compare , Review or 
Replace this document 
with a new one

Document 
preview controls


