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E. Quick Access

I. My Check-Out

1. Under “Quick Access \ My Check Out”, the folder lists out all your check-out documents.

= e Name vI Keyword Searct x Q a 0 O
. @
Quick Access > My Check Out g
Folders View Vv (& 1to3(Page1) v
v m Quick Access A d | File Name Size Check Version Version Date Version By
Out On
[8) My Check out
ﬂ P o - INV24001.pdf 152 KB 2024-09- 1.0 2024-08-3115:57:39 Jennifer Tam
@ My Favorites
ﬂ P d ﬂ « Non-disclosure agreement.docx 85 KB 2024-09- 2.0 2024-09-01 01:33:34 Jennifer Tam
D My Clipboard
ﬂ P o v idential Lease Ag| pdf 106 KB 2024-09- 1.0 2024-06-28 13:28:21 Antelope

@ Recent Open Documents

(2 Personal Folder

> C;‘ Home

2. Click the document link to open for preview.

Non-disclosure agreement.docx

The file is checked out by Jennifer Tam

Preview

3. You can preview the document by the document viewer.

a Home > Samples > Agreements > Non-disclosure agreement.docx

Edit Relation Share To Compare Index Reminder Redaction Al Genie

w
o B 0% © @ d O View v ver20/byJemniferam -~ ) & Q @ B

€BsampleCorp

Sample Non-Disclosure Agreement (NDA)

This Purchase Agreement ("Agreement") is made and entered into on this 22t day of June,
2024, by and between:

SampleCorp Innovation
Address: Flat A, 10/F, SampleCorp Innovation Tower, Causeway Bay, Hong Kong
("Seller")

and
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4. To unlock the document, right-click to bring up the context menu, select “Edit > Unlock”.

View v c
Y | File Name Size Check Version Version Date
Out On
ﬁ Pid [ INV24001.pdf 152 KB 2024-09- 1.0 2024-08-31 1
a e m + Non-disclo (B 2024-09- 2.0 2024-09-01 0f
Preview
Residential [ e TNt .06-28 1
] Y oem v Edit » i
Check Out & Edit
Add to My Clipboard Download
Relation » Upload

Route Document Convert To PDF

Share To

Unlock
Reminder Update Thumbnail
Compare ’ Add Attachment
History »

Il. My Favorites

1. You can click the “Star” icon to mark any objects as favorites, including document,
calendar, hyperlink, folder and workflow records.

+ New v 7 Upload Index Vv View v Change Column View Recycle Bin

[ + | File Name Size Version Version Date Version By
W gm v 329509.pdf 129 KB 1.0 2024-09-01 14:19:05 Jennifer Tam
* = - 329510.pdf 125KB 1.0 2024-09-01 14:19:05 Jennifer Tam

[] W pm v 329511.pdf 145 KB 1.0 2024-09-01 14:19:05 Jennifer Tam
W gm v 329512.pdf 123 KB 2.0 2024-09-01 14:19:08 Jennifer Tam
W oem v 329513.pdf 122 KB 1.0 2024-09-01 14:19:05 Jennifer Tam

2. To view all marked favorites objects, go to “Quick Access \ My Favorites”.

Quick Access > My Favorites

?

e
0

Folders View v c 1to1(Page1) v
v [ Quick Access File Name Size  Version Version Date Version By Folder Path
@ My Check Out * gy - 329510.pdf 125 KB 10 2024-09-0114:19:05  Jennifer Tam Home\Samples\Accounting\Invoices

[® My Favorites
() My Clipboard
@ Recent Open Documents

(3 Personal Folder

3. Click the “Star” icon again to remove from favorites.

View v

| File Name Size Version Version Date Version By

Did = - 329510.pdf 125 KB 1.0 2024-09-01 14:19:05 Jennifer Tam
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lll. My Clipboard

1. To add a document to clipboard, select the document, right click to bring up the context
menu, then select “Add to My Clipboard”.

+ New v 7 Upload Index Vv View v Change Column View Recycle Bin
| + | File Name Size Version Version Date Version By
| @ v gm -~ INV24001pdf  1<owm 10 90740231 15:57:39  Jennifer Tam
Preview
Edit 4

Add to My Clipboard
Relation »
Route Document

Share To »

2. You can add multiple documents to clipboard.

Quick Access > My Clipboard @
Folders c 1t02(Page1) -
v [ Quick Access [ File Name Size  Version Version Date Version By Folder Path

@ My Check Out @ =4 INV24001.pdf 152 KB 1.0 2024-08-3115:57:39 Jennifer Tam Home\Samples\Accounting\Invoice (2024)

@ My Favorites & Sample.pptx 687 KB 10 2024-08-3112:34:55 Antelope Home\QC Profile A (Cojack)

(2) My Clipboard
@ Recent Open Documents

(2 Personal Folder

Note: My Clipboard only stores documents temporarily, like search history. It will be
cleared once you refresh your page or log out.

IV. Recent Open Documents

1. Recent Open Documents display all your recently preview documents.

Quick Access > Recent Open Documents
Folders c 1to14 (Page 1) v
v m Quick Access File Name Size Version Version Date Version By Folder Path
My Check Out Y gy v 329512pdf 123KB 20 2024-09-0114:19:08  Jennifer Tam Home\Samples\Accounting\Invoices
@ My Favorites w o= 329513.pdf 122 KB 1.0 2024-09-01 14:19:05  Jennifer Tam Home\Samples\Accounting\Invoices
D My Clipboard w o 329509.pdf 129 KB 10 2024-09-01 14:19:05  Jennifer Tam Home\Samples\Accounting\Invoices
@ Recent Open Documents w o 329511.pdf 145 KB 10 2024-09-0114:19:05  Jennifer Tam Home\Samples\Accounting\Invoices
C] e w o 329510.pdf 125KB 10 2024-09-0114:19:05  Jennifer Tam Home\Samples\Accounting\Invoices
w u + Non-disclosure agreement.docx 85 KB 2.0 2024-09-0101:33:34  Jennifer Tam Home\Samples\Agreements
> D Home ﬂ w e INV24001.pdf 152 KB 1.0 2024-08-31 15:57:39 Jennifer Tam Home\Samples\Accounting\Invoice (202
o ¥ gy v Residential Lease Agreementpdf 106 KB 10 2024-06-2813:2821  Antelope Home\Samples\Agreements
144 m + Sample Purchase Agreement.docx 89K8B 20 2024-09-0101:16:25  Jennifer Tam Home\Samples\Agreements
w o PO-150001.pdf 124KB 1.0 2024-07-08 11:35:14 Antelope pl il Purch: Or
w ﬂ + Word.doc 24 KB 1.0 2024-08-31 13:43:27 Antelope Home\Doc Type Preview Test
w % v PowerPoint.ppt 3MB 10 2024-08-31 13:44:15 Antelope Home\Doc Type Preview Test
o u - 2023 FAERBHEBERE xlsx 22K8 10 2024-08-31123322  Antelope Home\QC Profile A (CJK)
w - Word.rtf 46 KB 10 2024-08-3113:43:27  Antelope Home\Doc Type Preview Test

2. It will show the most recent 50 documents.
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V. Personal Folder

1. Personal folder contains all tasks and documents you have been working on personally.

=T X " 0o

Quick Access > Personal Folder

Folders Upload  View v c 1104 (Page1) ~
v [ Quick Access File Name Size  Version Version Date Version By

[8) My Check Out o u « Antelope 6 GENIE Al script 3.0.docx 20 KB 1.0 2024-09-11 09:49:15 Antelope

[ My Favorites o % + Legal Industry Solution v1.2d.pptx 31 MB 1.0 2024-09-11 09:50:01 Antelope

() My Clipboard v M . Picspng 346KB 1.0 2024-09-1109:48:23 Antelope

@ Recent Open Documents. P ﬂ «  update exist template guide.docx 13K8 1.0 2024-06-2116:54:01 Antelope

3 Personal Folder

> [ Home

Advanced Search
Workflow Applications

System
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