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Notate Pro for iOS User Guide

Version 6.0

Notate is your Exchange Productivity Tool

Manage more than just your email

Notes
Notateallowsy ou t o col l ect everything that matters, kI
to find it.
1 Handwritten meeting notes
9 Audio recordings
1 Web clippings
1 Embedded PDF and office documents
1 Photos and more
Tasks
Organize tasks to help manage your week. Never forget what needs to be done next.
9 Task management
91 Reminders

1 Project organization

Contacts

Scan business cards directly into Exchange contacts

Documents
Secure document editor allows you to import office documents and edit PDF
files.

9 Edit and annotate PDF documents

9 Fill out PDF forms



1 Sign and return agreements
1 Scan Documents into PDF

9 Convert Office documents into PDF on device (no insecure cloud)

Collaborate with Team Members
Team workspaces let you collaborate with other members of your team.
1 Shared Team Projects for task collaboration

1 Shared Team Notebooks for note collaboration

System Requirements:

1 Notate Platform Support:
0 Apple iOS 10 and above
0 Android v 4.4 and above
o Windows 7, 8, & 10
0o Mac OS 10.8 and above

1 Exchange Server 2007, 2010, 2013, 2016 & Office 365
1 BlackBerry BEMS server required for integration with SharePoint, Corporate File Shares & Box.net

Wh at 6 sin N Release

.0
Send Documents to Notate for editing
Navigate large PDF files
PDF Forms support - Tap a field to fill it out
Improved PDF signatures
Integrates with SharePoint and corporate file shares via BlackBerry BEMS server
Scan business cards into Outlook contacts

= =4 =4 =4 4 A0

5.0

M Insert text boxes into notes

1 Fill out PDF forms using text boxes

1 Create forms using notes with text boxes saved as templates

4.15
1  Split screen support for iPad
1 Drag and drop images from other applications into an open note when in split screen mode

4.14

1 iOS 11 Support

1  Handwriting near the bottom of the page enables a scroll bar, to easily add more space to the page for
handwriting. See APadgeowScrollingd in section

10
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Section | Settings

Getting Started with Notate

This getting started guide will give you the information you need to start taking notes,
creating task list, syncing across devices and organizing your work.

Notate Set Up

When Notate is downloaded to your device, it will automatically register with the MDM
partner and obtain the policy settings established by your MDM Administrator. Notate will
not be authorized for syncing till the proper license code is obtained from the MDM
policy settings. (Note: When using BlackBerry Dynamics MDM, license management is
integrated with the MDM and the Synchronize button will not be displayed)

All Notes

ebooks Sort by: Modified Date 4
All Notes
E2]  Unfiled Notes

.7 Favorites

(%) Recent

]

Templates

Trash

E =

New Smart Notebook
Notebooks

E] New Notebook

Notes and task can be created immediately in an off-line mode and will automatically

sync when the MDM license policy is available. When the license policy is authorized,

just tap on the orange ASynchcomerjthisevilibribgut t on i
up the setting screen (below). The user will be prompted to enter their Exchange

password to complete the syncing set-up.

iPad ¥

Close Settings Syncing

CONNECT TO EXCHANGE SERVER
General
Email Address bill@domain.com

Syncing
Password

Connect




Exchange/Outlook Syncing

The Notate manager supports the sharing and ongoing note syncing with your Outlook
account thru your organizations Exchange server. To add your Exchange Outlook

account, tap on the orange Synchronize button in the lower left

corner of the Notate home page. If syncing is authorized you will be directed to the
Notate setting screen below.

iPad ¥

Close Settings Syncing

CONNECT TO EXCHANGE SERVER
General
Email Address bill@domain.com

Syncing

Your email address should automatically be prefilled, to complete the sync set-up enter
your Email password and tap connect. Synchronization will begin immediately following
authorization.

In some cases, you may be requested to enter your domain user name and the
Exchange Server EWS URL to complete the process.

Cancel Login Done

LOGIN TO EXCHANGE SERVER

Server Name Exchange Server

Exchange Server https://webmail04.sherweb2010.co...
User Name s04\mark_shafersystems.n
Password eccccccee

Important note: After you have set-up your Outlook account, occasionally you may see a
lightning bolt associated with your Outlook notebook (grey lightning bolt).

The grey lightning bolt means that syncing communication has been lost between the
device and your Exchange server. If you confirm your device has network
communications the next step is to verify that your Outlook password has not changed, if
so re-enter your Outlook user password into the exchange set-up dialog box.



SharePoint / Corporate File Share Syncing (BlackBerry version)

The Notate file manager supports browsing and saving files through your organizations
SharePoint or corporate file share server. If your IT Admin has enabled this functionality,
you will be asked to fill in your network login information on the Network tab on the
settings page. You should enter your Windows (or SharePoint) username, password,
and domain.

Settings

General Login
Syncing Password
Network Domain

The Notate Toolbar --

Navigating between Notes, Tasks, Contacts, and Files

S IEARRRIEY IO

The Notate toolbar is used to change the application view between notes, tasks,
contacts, files, configuration, and help.

NOTES Select this icon in order to switch to the notes view.

=

' —

o —

o —
TASKS Select this icon in order to switch to the tasks view.

o
f

CONTACTS Select this icon in order to switch to the contacts view.




FILES

Select this icon in order to switch to the files view.

SETTINGS Select this icon in order to switch to the settings view.

@

HELP Select this icon in order to switch to the help view.

Section Il Notes

1. Create a new note

One of the first things you will want to do is create a new note. To do this, you have the

option of tapping the plus icon in the top right corner to get a blank note or
tapping the vertical dots to display the template selections.

Select Project A

Sort by: Modified Date +

E) Al Notes
aone Action Items
7] Unfiled Notes = ot
—_ Must Have
77 Favorites il Item?
G Bacont Minutes

[ Templates

[ Trash

Weekly Activity Report
ReportTitie

Weekly Activity Report
Employee: Name.

Es]  New Smart Notebook

E] Project A
E] staff

E]  Weekly review




By selecting the vertical dots icon, you can display Notate templates. Any of these
templates can be chosen to start your new note. In addition, you can create new
templates and save them to the Templates Notebook on the left for later use. Any
newly created templates will appear under the custom template selection.

2. Editing and Saving PDF Documents

PDF documents may be inserted into notes by selecting a document in another

application such as an email client, and choosingt o A Open |1 nodo Notate. Wh e n
the documentin Notate,y ou wi I I be able to view and edit the
PDF editor. When you are satisfied with your edits, you can press the X button to close

the document and you will be prompted to choose what to do with the edited document.

r |
Select Destination

File names can't contain the
following characters:"? <> # % /\.

Notate-4-10-Feature-Guide
Save to Note
Save Document
Export
Continue Editing

Don't Save

Save to Note i Selecting this option allows you to store the document directly within a
note. (see section Inserting PDF files in notes below)

Save Document - Selecting this option allows you to save the edited document back on
your SharePoint server or corporate file share. You will be prompted to browse to the
exact location where you want to save the document.

Export -- Selecting this option allows you to send the document back in an email, or
send it to another application for storage or further editing.

Continue Editing - If you change your mind, you may continue to edit the file further
before saving.

Don 6t -SSelecting this option discards any changes that you have made to the file.

3. Inserting PDF documents within Notes

PDF documents sent to Notate will be displayed in-line in the note and can be edited
and annotated. After editing the document, you can press the share icon to send the



edited PDF file to someone else. Fields may be filled out by pressing the + button to
insert a text box into the PDF.

Docs & 6:03 PM 73 46% W

Close ] & N TEE Y & o Q + &
11 YUUI CHIU (OUUS UHHGEEUILY HIVUILaE CaiL aliu YU @ivin ©ayaiauiv W Bive 1Uiiian COLsuit w iieaicar
authorities, care may be unnecessarily delayed. To protect your child, leave a completed EMERGENCY
CONSENT FORM with your baby-sitter, day care center or temporary guardian. In the event of a
medical emergency, the form should accompany your child to the hospital.

I/we hereby authorize Dr. Richard Gonzales to give

consent for all medical and/or surgical treatment that may be required for our child during our absence.
- ! Jack

Child’s Full Name

Date of birth

Child’s Physician:

Child’s Allergies

Medications child is taking:
Important medical history
Date of last Tetanus Immunization

Home address of parent/guardian:

Parent/guardian Telephone # : Cell #

Emergency contact (other than parent/guardian):
Telephone: Cell:

Primary Medical Insurance Carrier
Member’s Name

ID# Group #
M\J ij ﬁ/%jb( 9 —
zlf:a:::eozfparem/guardlan(s) [\ . @ ==
£ 30000 MEEEEN FEEEEE

Sample editing of a PDF document
4. Opening Office documents (non PDF documents)

Documents sent t ol nimtareanotdeDdocaimentOgare aither be
converted into PDF documents, or they may be added to the note as an embedded file
icon. When an Office document is sent to Notate, the document will be displayed on the
screen and two buttons will appear in the top right hand corner of the preview screen.

The first button will allow the document to be stored as is, within a note as an
attachment. The second button will convert the document into a PDF file and the file
may be edited and annotated as described above.

If you choose to store the file within a note without converting it to PDF, then the file will
be inserted within the note as a file icon. To view the document within a note, tap on the



embedded file icon and a pr ent iDecuneentsnmaydlsb di spl ay
be embedded within notes by using the Notate Windows Desktop client, available free
from https://notateapp.com/downloads

@ Docs = 6:04 PM 7 % d6% M
Close Iﬁ] @] T bf j & % Q + r@
Oct 2, 2015, 3:14 PM Dr. Smith 7/5/15

Documents for meeting with Dr. Smith 7/5/2015 3pm

Additional Meeting Notes: W \i(\r\ < S

« Reviewed Documents N
5 oo AN

Action Iltems:
Send notes to Patillo

Sample note with embedded documents inserted

5. Using the Notate keyboard

The Notate text editor utilizes the device built-in soft keyboard. Tap anywhere in the note
to bring up the device keyboard and Notate text formatting menu. Notate also supports
iPad compatible Bluetooth keyboards.

6. Note editor

On the top left hand side of the Notate editor there are a set of various icons.

Close h




The close button when tapped will automatically close and save the current note. Next is
the trashcan, which will delete the current active note and return to the Notate manager.
The third icon is the sharing icon based on user permissions allows note sharing through
email or to other approved applications. The final icons are the undo and redo icons that
allow you to reverse editing actions or if necessary move up from actions that had
previously been reversed.

7. Selecting an Editing Style

The editing style toolbar allows you to choose whether to edit the text of a note, perform
drawing or handwriting, highlighting, erasing, or copy/pasting annotations.

7:29 PM
T /7 ¥ & %

8. Editing Text

By tapping on the T, the soft keyboard will be available for input. Notate also supports
using Bluetooth keyboards for easy note entry.

a) Scrolling and Zooming

When text mode is selected, drag anywhere on the screen to scroll, or use a pinch
gesture to zoom.

b) Spell checker

Notate provides support for iOS spell checking, this functionality can also be turned
on in setting menu by the user.

c) Selecting note text

Select text by tapping and holding the text you wish to edit. Use the magnifier to
select the first word in your selection then use the blue selector pin to extend the
selection.

A

- Staff meeting

d) Font Formatting Menu
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To bring up the formatting menu, tap anywhere in the body of the note. Press the
up or down arrow to raise or lower the font size respectively. You can also press
on the Font point size button and bring up a menu of sizes to choose from.

e) Font colors & text highlighting

Font colors can be select from the middle menu item displaying all the color options
available for text. Notate also supports a text highlighting option by selecting the A
button prior to starting text input, or through the use of selection of text.

f) Font styles

Notate has many of the same formatting features as the most popular word
processing applications. Select the text to stylize and tap the Bold, Italics, or
Underline buttons to add style changes to your note.

g) Alignment and indentation

Alignment options include Left, Center, Right, and Justified. Select the text you
wish to align and select the corresponding alignment icon in the formatting menu.

To indent a single line, select anywhere on the line or paragraph and tap the
Increase or Decrease Indentation Button. The same action can be done for a
paragraph by selecting an entire paragraph.

h) Bullets

Tapping the bulleted list icon from the formatting menu will add bullets to the
selected line of text by default. Tapping the Return button on the keyboard will add a
new bullet point. Use the indentation buttons to create lists. With Notate, you can
create bulleted, numbered, and check lists. Notate does not currently support nested
lists, although lists may be indented.

7:29 PM
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9. Drawing

Tapping the pencil icon places the note editor into drawing mode. Drawing can be
done with a stylus, an Apple Pencil, or simply a finger.

iPad & 2:23PM T3 42% W4
Close i B M T Z ¥ & o Q +

Apr 28, 2017, 2:19 PM Example Note 1661 Oriole Dr, Flower Mound

Handwriting and Drawing

®
I S | 3 7 . . . [ [ ] [ ] ‘ . ‘ ..- .....

The drawing tool can be used to sketch, annotate images or documents, or it can be
used to create handwritten notes.

Drawing Toolbar

On the right-hand side of the drawing toolbar there are three icons. A magnifying
glass, a painter palette, and a grabber.

The magnifying glass allows you to select a magnifier for detailed handwriting or
drawing. More details about handwriting mode are described below.

The grabber allows you to drag the toolbar higher and creates a space to rest your
palm to prevent accidental spots on the screen when your palm touches while
drawing. Note that the Apple Pencil supports palm rejection technology and so the
rest area is not required when using the Apple Pencil.

The drawing palette allows you to choose what style of pen is used for drawing.



Ink Mode

The left two buttons on the drawing toolbar allow you to choose whether to draw in
pencil mode or ink mode. Ink mode simulates drawing with ink. Line thickness
varies dependent upon drawing speed. When using the Apple Pencil line thickness

also varies depending upon the pressure used and the angle of the pencil when
drawing. The end result is a very natural pen look and feel.

Pen Tip

The next set of buttons on the toolbar allow you to choose the pen tip from very thin,
to thick lines.

Pen Opacity

The next three buttons allow you to choose how transparent your drawing will be.
Use lighter transparencies for highlighting annotations, and darker for drawing or
handwriting.

Pen Color

Notate allows you to select between 14 different pen colors on the drawing toolbar.



10. Handwriting Mode

Tap on the magnifying glass on right hand side of the drawing toolbar to begin
handwriting mode. Handwriting mode provides several tools that make it easy to create
handwritten notes.

Pad = 2:29PM 1% 43% @4
Cose [ M M TZ ¥ & Q + &

Apr 28, 2017, 2:19 PM Example Note 1661 Oriole Dr, Flower Mound

Handwriting and Drawing

Writing Rectangle

The blue writing rectangle indicates where on the page the handwriting will be
written. The writing rectangle can be moved by tapping anywhere on the screen. It
can also be moved left or right by tapping the corresponding arrows on the top of the
drawing toolbar. Pressing the carriage return button moves the writing rectangle
down a row and to the far left of the page.

The writing rectangle can also be resized by dragging the grabber at the bottom right
corner of the rectangle. This allows you to choose the size of the magnification.

Handwriting Window
The handwriting window is located at the bottom of the screen. This magnified area

allows you to comfortably write large fine detailed letters on the screen and have
them show up in a much smaller space on the page.



Auto scroll Region

The blue field on the right of the handwriting window is called the Auto scroll region.
When handwriting ends in this area, the writing rectangle will automatically scroll to
the right, or if it is already at the edge of the page it will scroll to the next line. This
allows you to continue to focus on your handwriting while Notate positions the text on
the page for you. It also allows you to write multiple paragraphs of text while keeping
your text neatly aligned. The position of the auto scroll region can be adjusted by
dragging the blue arrow at the top of the auto scroll region to the left or to the right.

Palm Rest Area

By dragging the grabber handle on the right-hand side of the drawing toolbar, a palm
rest area can be exposed at the bottom of the screen. This can allow for a more
comfortable writing position without making unintended marks on the screen while
drawing.

Apple Pencil Support

Notate supports the Apple Pencil. When a pencil is paired with the device it can be

used to make very detailed drawing or handwriting on the screen. The pencil tracks

very nicely with the text that you are writing
the Apple Pencil in Ink Mode (see above for details about Ink Mode), tilt and rotate

the pencil position to achieve thicker or thinner lines. Press more firmly to achieve a

darker line. (NOTE: Pencil pressure sensitivity not currently supported in the

BlackBerry version of Notate)

Page Scrolling

Additional page space will be automatically added when you write near the bottom of
the page. To access fresh white space for more handwriting you can either drag the
scroll bar on the right side of the page, or use two fingers to drag the page. In either
case, the page will be scrolled to reveal more space for handwriting.

11. Erasing Annotations

To erase drawings, tap on the eraser icon in the toolbar at the top of the screen. Simply

draw with your finger or stylus over the lines that you wish to erase. Any connected lines

under the eraser will be erased once you lift your finger or stylus.

Tap and hold the eraser onthe screent o be gi ven thAl bptapobnotatfi€he:

12. Cut, Copy, Paste, and Moving Annotations

Press the scissors icon on the top toolbar to begin this mode. Now simply tap and drag
around the annotations that you would like to move or copy. Once you have selected
the annotations to edit, you can simply drag them around the screen to move them to
another area, or choose to cut or copy from the menu.



If you choose to copy an annotation, simply tap again in the area where you would like to
duplicate it and choose to paste from the menu.

13. Adding Media to Notes

Notate supports various media options that can be easily added to your notes, by
tapping on t h erofdpwnumend wik display fott salextion.

% 36%E )
Qi s

() Add Audio

Add Image

Add Camera Shot

Q Scan Document

;_:. Web Clipping

Text Box

14. Recording voice notes

Notate supports the ability to record audio notes. With an open note, select the
Microphone Add Audio in the top right of the screen. The audio recording will begin
and you can stop by hitting the Stop Icon. The trashcan or Delete Icon will allow you to
discard any unwanted audio note. Notes with audio recordings will display a microphone
on the note preview file.

15. Camera

Notate allows you to take pictures and insert them into your note. Tap the plus icon in

the top right corner . Sehedraptdowi mehd theCl@Sner a Shot o
camera will launch. Note that since Notate is a secure enterprise application, photos

that you take within Notate will NOT be stored in the user camera roll but will be securely

encrypted within the Notate note database.

16. Photo gallery

You can also insert images stored in your devices photo gallery. To insert an image, tap

thePlusi con and select AAdd | mageo. I f prompted t

albums, press OK. The 10S Camera Roll will be displayed.

17. Scan document

f



Notate allows you to scan pages of paper documents and insert them into your note.

Tap theplusiconi n t he top right corner and s-dowect fAScan
menu. The iOS camera will launch and begin detecting pages to scan. Once a page is

recognized, a blue rectangle will appear around the document edges and the page will

be scanned. On devices that support a camera flash, an icon appears at the bottom

edge of the screen that allows you to turn on the flash for better lighting for the scan.

After scanning the first page, the camera will begin detecting the second page and so
on. After scanning all the document, press the done button and the document will be
inserted into the note.

If the edge detection is not working sufficiently or images appear blurry, adjust the
lighting where the document is placed and try again.

NOTE: Document scanning functionality is currently only available in Notate 4.7 for
Good.

18. Web clippings

To access the internal Notate browser, tap on the fPlusoicon and select Web Clipping

from the dropdown menu. The internal Notate browser will launch which has a default

search with Google but also supports adding your own bookmarks. To save a web

screen shot, tap on the AAddperbutton in the uppe

19. Text Boxes and Forms

Text boxes can be used to arrange text with exact positioning on the screen. This can

be helpful to fill out embedded PDF forms, to create forms of your own, or just to get

note formatting precise. Toinsertatextboxintoyour note, tap on the APl u
select Text Box from the dropdown menu. A Text
be inserted in the middle of the screen.

Tap and drag the text box to the location on the screen where you would like it to reside.
Tap and drag the bottom left corner of the text box in order to resize it to the desired
height and width. Tap the x icon at the top of the text box in order to delete it.

Begin typing to replace the sample text with your desired text. Tap and hold within the
text field to position the cursor. Text selection, copy and paste are all iOS standard
functions within the text box.

Text boxes may be left blank to be filled out later. This is particularly helpful if you are
building a form. To create a form, manually design the form using normal Notate note
editor. You may embed an existing PDF document, or create your own form using the
editor. Insert text boxes in the position that a user should fill out fields. Resize the text
boxes as desired. Leave the text in the text box blank. Lastly, after closing the new
note, swipe left on the note from the notes list to reveal the action menu. Choose to
move the note, and store it in the templates folder. Now when you press the horizontal
ellipses button near the + button, you may choose to create a new note based on your
form.
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Loved by Road Runners everywhere WWW.ACMecorp.com

Meeting Date:
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Form created and saved as Note Template
20. Resizing images

To resize an image within your note, tap once on the image quickly. A blue selector will
display at the bottom right of the image. Tap and drag this selector in the bottom right
until your image is sized correctly.

21. Text search in notes

In addition to Notebook text searching, Notate offers text search within the note. To bring
up the search bar, tap on the search glass in the upper right hand corner of your note.
Text can now be entered and search within your note. The up/down arrows move from
each of the identified search results.

iPad = 8:09 PM £ 100%

X

Aug 7, 2014, 3:02 PM New note 7 Rainforest Cir, Allen




22. URL Hyperlinks

Active URL Hyperlinks are supported in Notes (set by policy); hyperlinks should be typed
as the URL www.notateapp.com. When selected the user will be automatically
transferred to the iOS Safari browser. (NOTE: If Web Clippings are allowed, then the link
will be added on the Add Web Clipping screen.) This function is controlled by the MDM
policy settings.

23. Adding Backgrounds to Notes

Note background colors and lines can be added to any note. Select the paint can in the
upper right hand corner of any open note, select color or lines to be added to the note.

iPad = 8:13 PM £ 1009, (@m=-)
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Aug 7, 2014, 3:02 PM New note |:|

Close

Managing Notes
1. GPS address note insert

Notate supports Geo tagging your note by automatically inserting the address of the
derived location based on the GPS coordinates of the device when the note is created.
The address will appear in the upper right hand portion of your note. This feature can be
turned off in the setting section of Notate.

2. Saving, Deleting, and Filing notes
With Notate, there is no need to manually save notes. When you hit the Close button in
the top left corner, your changes will be automatically saved. In addition, Notate supports

auto save, when editing a note your information is automatically saved approximately
every 20 seconds.

To move or delete a note, swipe the note to the right and tap the sharing icon to
display the move note dialog box or either the trashcan to delete the note.

3. Deleting Notes

Notes are deleted by first selecting the note and tapping on the trashcan icon located in
the upper left hand corner. This will move the note to the Trash notebook, but the note



will remain stored on your local device. To delete the note permanently from your device,

selectthetrashiconand tap fAemptyo i n orbehietheuNptatehome i g ht
page. Deleted notes in the trashcan can be restored by selecting the note and using the

move note icon : to transfer the note to an active notebook.
4. Searching for Notes

From the notes manager, tap the search bar and enter your keywords. Notate will search
through the currently selected notebook. If you would like to search through all of your

notes, make sure that you select fANdtatewiNot es o

search the title and note content for your keywords. To clear the search, tap on the 'X' on
the far right of the search field.

. Search (X

Organizing Notes

1. Creating Notebooks

Creating new notebooks is an easy way to keep your ideas organized. Notebooks are
where multiple notes can be stored and managed. From the note manager, tap the Edit

button in the top right corner. An option for + New Notebook will be displayed.

Tapping on this will generate a pop-up dialog box where you will enter the name of your
new notebook. Tap Create to create the new notebook.

2. Renaming Notebooks
To rename an existing notebook, tap the Edit button from the note manager. Tap on the

notebook name you wish to rename. The dialog box will pop-up, which will allow you to
rename the notebook.

© ] Notebook
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3. Deleting Notebooks

To delete an existing notebook, tap the Edit button from the note manager. Tap the
fi mi nieos riext to the notebook you wish to delete. A red Delete confirmation button
will appear to confirm this action.

4. Smart Notebooks

Smart Notebooks are virtual notebooks that display all notes that meet certain search

criteria. Onewaytothinkabout smart notebooks is |ike fisaved
comes configured with several convenient smart notebooks, but you can create your

own custom saved searches as well.

a) All Notes

All Notes simply displays all notes regardless of which notebook they are in. All
Notes is convenient when searching through notes. The search toolbar searches

through whichever notebook is currently select
performing a search is a good idea if you aren
stored in.
b) Unfiled

Under the All Notes notebook there exists an Unfiled Notes notebook. This notebook
identifies any notes that have not been assigned a Notebook or exist in the root
f ol der of the userod6s Outl ook client.

c) Meeting Notes

A speci al Smart Notebook is available called 0
notes that were created in the Notate Meetings app (sold separately). Any edits to

notes in the Meeting Notes smart notebook will be reflected in the Meetings app as

well. While Meetings only enables basic note taking, more advanced edits can be

made within Notate (embedded images, audio, handwriting, etc.), and these changes

made in Notate will be reflected in the Meetings app.

d) Favorites

The Favorites notebook displays any notes that
tapping the star icon on the right-hand side of the note preview pane.

e) Recent
The Recent notebook displays all your notes with the most recently modified notes at

t he t o muickwaytoéesumawhat you were working on without having to
search for where it was stored.



f) Templates

The Templates notebook is a handy feature if you frequently want to reproduce a
note with some formatting or content.

To create a template, simply tap on the Templates notebook and then press the +
button on the top right hand side of the toolbar to create a new note. You may desire
to set the note background color, whether it has lines, or perhaps insert a header
image.

Any text that you type in the note will also be reproduced when creating new notes
from a template. This can allow you to create a form that commonly needs to be
filled out.

PDF Forms are also a good usage of the Templates feature. If you have a PDF

form that you need to frequently fill out, send the form to Notate from another
application using A0Open | no. Ikserbalk not e wi | |
textboxes i n eac h Exithe notk @d thdd mdvsittd thee | d s .

templates smart folder. After closing the note, tap and hold on the note in the

note browser and drag it to the left. This will expose the move note icon. Tap

the move icon and choose to move to the templates folder.

Using Templates

Tap the vertical ellipses button next to the new note + button. This will allow you

to create a new note from one of the templ at ¢
created a template from a PDF form, it is easy now to fill out a form and email it

to someone else.

g) Trash

The trash smart folder displays any deleted notes. These notes can be recovered
and placed back into desired folders. While in the trash, notes are read only. Notes
in the trash may be viewed, moved to other folders, or deleted permanently.

Setting up custom Smart Notebooks

Smart notebooks are user created notebooks that allow for notes to be categorized

automatically based on pre-defined search criteria. Any number of Smart notebooks can

be created with text search filters or based on different types of attachments. To create a

new Smart notebook,taponfEdi t 6 t hi s wi | | di splay the New Sma

New Smart Notebook

on the® "™  signto bring up the dialog box to name and define your

Smart notebook filters.



Cancel Smart Notebooks Done

Title

Favorites

Templates

ACHMENT

Audio

Image

When completed filling out your filters, tap on done in the upper right hand corner of the
dialog box.

5. Using the Favorite note setting ASTARO

Weekly Activity Report

ReportTitle
Weekly Activity Report...

v
o
£

s

Notes that are used frequently or are considered special are easily categorized using the
AFavoriteo filter. Any note can be tagged
the note. When selected the star image will turn to gold, the note can be de-selected as

a favorite by touching the star image again.

Note Sharing

Notate provides sharing of notes in the PDF format. Notes are converted to PDF when
sent with email or shared with other applications.

1.eMail

. . . 1:

To share notes using email, tap the share icon on the note manager. Select the
note you wish to mail by tapping the circle to the left of the note thumbnails. Next, select
share to bring up the sharing menu. Select Mail from the drop-down menu.

as

a
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Cancel

AaNots "

Yz Favorites . Two

Templates Email Open In
Notebooks 0

£l Notebook 4 Audio meeting
Outlook Notes 0 —1-_3-

£3  Exchange 365 °

2.i0S Open In command

The 1 OS AOpen I ndo setting is
tapping on the fAsharedo icon the option to
Your notes now can be transferred to applications on your devices that are authorized
according to file types.

3. Collaborating on Notes with a Team

To set up a Notebook for sharing, swipe the notebook to the left. The share button will
be uncovered. Tap the Share button to share the notebook. A dialog box will pop-up that
allows you to select team members based on their email address. The email address
field will auto-fill from the Exchange global address book.

Share Notebooks

Now you can share notebooks on Exchange
with other users, Swipe a notebook to the
left to share notebook.

Q Shared Notebook

il]  Notebook

Ok

Each invited user will receive an invite notification. Once accepted, the Shared Notebook
will automatically show upint h e
deleted as needed by the Notate user who created the shared notebook. All notebook
users have complete editing capabilities of individual notes.

On the Notate home screen shared notebooks are identified with a blue background
icon. Shared notebooks that show an arrow up indicates that this user is the owner of

i
this Shared notebook. Q Shared notebooks that have the arrow pointing down show

¥
the notebook is shared to them by another team member. Q

available for

user 6 s | iUsarscanfbe added aand o o k s .

shari

us e
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Shared notebooks have a numeric badge to the right of the title that indicates the
number of unread notes that have been modified by other team members. A blue circle
located to the left of the note preview indicates an unread note.

Section Ill Tasks

Getting Started with Notate Tasks

In addition to syncing all your notes with Exchange and Outlook, Notate also supports
syncing of Tasks on Exchange with viewing and editing in Outlook. The Notate task
manager can be enabled in the application policy settings of the MDM administrator
console.

The Notate task manager supports viewing/edit of tasks created in Outlook and
creating/editing new tasks on your 10S device. Tasks can be organized in Projects and
Smart Projects for custom filters and searching is also available. All tasks are synced
with Exchange and can be accessed in any device with Notate installed.

To access the Notate Task manager just tap on the Task Button on the top of the Notate
home page. The Task button will have a white background.

Notate Tasks Home Page




