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Annotating Documents 

When viewing a document in Full Screen mode, you can choose to add annotations to the 
document. 

 

Please note that adding REDACTS, POST-ITS and HIGHLIGHTS can be deleted and removed 
by other clinical users, and it is neither permanent nor lockable. 

 

To annotate a document: 

Click on the Full Screen 
mode button 

 

1. Select the page of the 
document that you wish 
to annotate 

 

2. Click on the Annotate 

icon  to access the 
annotation 

 

Annotations available include: 

Post-it – Click on the 
post-it icon and then click 
and drag somewhere on 
the document and draw a 
box, this creates the 
post-it. Double click in 
the post-it to write text 
and click out of the box 
when finished 

 

• Highlight – Click on the 
highlight icon and then 
click and drag on the 
document and draw a 
box where you want to 
highlight, this creates the 
yellow highlight 

 

• Redact - – Click on the 
redact icon and then click 
and drag on the 
document and draw a 
box where you want to 
block out, this creates a 
solid black highlight 

 

• Line - Draw a line  
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• Multiline Annotation - 
Draw multiple lines 

• Polygon - Draw a 
polygon 

• Pencil - Draw freehand 

• Ellipse - Draw an ellipse 

• Rectangle - Draw a 
rectangle 

•  

To delete an annotation on a document: 

Right click on the 
annotation, select Delete 

 

To save the annotations: 

• Click on Save Annotated documents display a link icon  next to the 
document’s name 

• Click on this icon which 
provides access to all 
versions of the document 
including annotated 
documents 

 

 

• Select the document to 
view by clicking on it. The 
annotated document is 
displayed 

 

 


