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Once you’ve created an 
account, or have been 
allocated as a user, sign in

Sign In with Google, 
Facebook or LinkedIn 
account details

Sign In

Create a Workspace 

Create a Workspace with 
the project name and a 
description

Select a template 
if required/available

Admin Tab Actions

Back to 
Workspace

Admin 
Tab

Set-up of Note and 
Document Tags

Email Notification, 
Default Annotation 
Style and Addresses

Set-up of Note and 
Document Tags

Add, Import, Export, Set 
Roles for Users

Create a Roles Table

Create User Groups

Search a 
Workspace

Set-up Document Status 

Document Metadata

Set-up 
Section Tags


