PDF Markup Tool QuickStartGuide

Main Screen

The PDF Markup tool is an easy-to-use editor that provides document reviewers with a simple interface to make edits:
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Annotations sres

Evidence of Coverage:

Your Medicare Health Benefits and Services and Prescription Drug Coverage
as a Member of [[Plan_Name]] [[Plan_Type]]

|Optianal: insert beneficiary name |
[Optional: insert beneficiary address]

This booklet gives you the details about your Medicare health care and prescription drug
coverage from January | — December 31,2048t explains how to get coverage for the health
care services and preseription drugs you need. This is an important legal document. Please
keep it in a safe place.

This plan, [[Plan_Name]], is offered by [IMAO]]. (When this Evidence of Coverage says “we,”
“us,” or “our,” it means [[MAO]]. When it says “plan™ or “our plan,” it means |[Plan_Name]].)

[Insert Federal contracting statement |

[ Plans muust insert language about availabilite of alternate formats (e.g.. Braille, large prins,
andio tapes) as applicable. |

The screen is divided into three main areas:

e Annotations area — The center area where you add annotations

e Users Annotations section — On the right, where all annotations made to the document are listed.
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annotations area

e Navigation area — On the left, available by clicking the arrow to expand it, where you can navigate through the

document, filter the annotations, chat with other reviewers, and export your annotations.

For use with application release March 11th, 2021
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Annotations Area
Adding an edit or comment is as easy as clicking in the annotations area.

1. Click, or click and drag to identify a section where you want to make an annotation. As soon as you click, the
annotations dialog box displays:

Benefit Comment Question

Cancel Save
V.

2. Click the HIGHLIGHT dropdown to change the annotation type. The dropdown list displays the choices for annotation
type:

o Highlight—marks the text with highlight
o Underline—marks the text as underlined
e Insert—allows you to insert text in the annotation
o  Strikethrough—marks the text as strikethrough
o Edit—copies the selected text into the annotation for editing
e Mark section—to mark an entire section for annotation.
3. Enter textin the text box that describes the annotation, for example “Check plan types” or “Update contract year.”

4. Click the TO dropdown in the upper left of the dialog box to select whether to make the annotation visible just for
yourself or for all users assigned to the review.

5. Optionally select one of the tags to enable you and other reviewers to narrow the annotations to a subset, for example,
Benefits questions. Your system administrator sets up the appropriate tags for your use. Highlight color is based on the

tag type:
o Benefits in purple
o Commentsinred
o Questions in green

6. Click Save to save your annotation or click Cancel to cancel your annotation.
The tool uses your last selection of annotation type for the next annotation. You can change the type when you make the next
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Users Annotations Area
The Users Annotations area keeps track of your annotations and those of others:

Stephen2 Billias2 — All Viewers, Today
08:14

Update year to 2020

Sb — All Viewers, Teday 08:18

Check plan types

Stephen Billias2 — All Viewers, Today
08:15

Mot inserting beneficiary info

Sb — All Viewers, Today 08:56

Section Title

If more than one person is reviewing the same document, their annotations appear in real time while you are in the review.
You can reply (add a comment) to an existing annotation in the document, and edit an annotation you have made:
E]

Stephen2 Billias2 — All Viewers, Today
08:15

Mot inserting beneficiary info

Reply

NOTE: You can only delete annotations you have made, not the annotations of others.
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Navigation area

Navigation
The Navigation area provides many tools for working in the review:

« 1/ 1 /280 » [ VIEW WINDOW  TOOLS Q Q 100% v ] ~

In the upper left of the Navigation area you can page through the file using the left and right arrows or enter a page number to
jump to that page. Several menu choices provide additional functionality.

View menu

From the View menu you can choose where to show the Notes, or to hide them, and you can also access a view of all pages as

thumbnails for navigation purposes.
g
FILE VIEW WINDC

NOTES ON TEXT

b ImTE
L L | =
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AT SIDE —
NOTES AT BOTTOM
HIDE NOTES

THUMBMNAILS

Window menu
From the Window menu you can change your view of the annotations by zooming in or out or setting the view to fit the width
or the page size or rotate the page view.

WINDOW

Z00OM IM
Z00M OUT
FIT WIDTH

FIT PAGE
ROTATE PAGE

Tools menu
From the Tools menu you can use the Find functionality to search the document, locate Word bookmarks, or bring in material
from the Clipboard.

|jDGL5

FIND

BOOKMARKS
CLIPEOARD

Chat
The Chat choice enables you to chat with other users who are on the review. This feature is useful for real time conversation
about a document. Chats are not saved in the Markup tool.
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Notes
The Notes choice gives you the opportunity to Filter the list of annotations by date, by tags, and by authors of annotations. You

can find notes using a search bar and group the notes by various elements also.

[J Notes iif Thumbnails

Filter ~

Find

Group by: Date hd
Date
1 day 3 days O?days ] 14 days @ All
[ | Show Unread Notes
Tags
No tags Reset

Authors

‘ Stephen Billias (you)

2/ 2 notes shown
~ February 23 (2 notes)
Stephen Billias (You) — All Viewers, Yesterday 08:13 AM

page 1
Fix date

Stephen Billias (You) — All Viewers, Yesterday 08:13 AM

page 1

Should be 2022
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Thumbnails

The Thumbnails choice allows you to view the pages of the document as thumbnails in a variety of sizes. Click any thumbnail to

go to that page.

CHAT NOTES THUMBNAILS

SMALL MEDIUM LARGE EXTRA LARGE
- - - A
N

Sizing icons

The review space provides these additional navigation tools:

The plus or minus looking-glass icons

100%

The sizing dropdown

|

The vertical double-arrow

The horizontal double-arrow -

gives you a set of choices for resizing the annotations area

positions the entire annotations area vertically as a single page

positions the entire annotations area horizontally as a single page

increase or decrease the display of the annotations area.
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Complete review

Click Exit Review to leave the review without completing it. All changes you have made during the review session are saved
automatically. When you have made all annotations and added all comments to other reviewers’ annotations, click
Complete Review to end your review.

Support

In the Support Portal, CodySoft® provides several ways to get more information about how to use the CodySoft product.
1. From any screen in CodySoft, click Help in the upper right corner of the screen to enter the Support Portal. The Support

Portal home screen displays:

X &) Porual - CodySoft x +

Login | Register || Englisn ~

CODYSOFT,

&
ome Knowledge Base

Tickets

Search the Portal

|

2. From the Support Portal home screen you have three choices:
a. Knowledge Base
b. Tickets
c. Search the Portal

Using the Knowledge Base

1. Click Knowledge Base to enter the Knowledge Base
a. Enter a Search term
b. Click Search to look for topics related to your search criteria. The system displays a list of relevant Knowledge
Base topics.
c. The Knowledge Base choice provides links to user guide documents on many CODY modules, including a set of
videos on how to accomplish basic CodySoft Collateral Management (CM) tasks
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Open a Ticket
1. Click Tickets to enter a new support ticket:
2. Click Start Ticket. An email opens addressed to Cody Support:

Untitled - Message (HTML)

fle  Message Insert  Options  FormatText  Review  Developer  Help Q  Tell me what you want to do

o~ < B I U Z A = = =+ & 3 51 1< e B e8| B atachrie~ [£ signawre~ | . O pidate ~
= To support@codyconsulting.com
Send ce

Subject

BRIEF DESCRIPTION of the issue you are having: <Insert description below>

WHICH MODULE are you in (if not CM)?: <Insert module below>

THE PROJECT AND TEMPLATE (if applicable) you are working in (for example, Project 5, template EOC2020Test): <Insert project and template information below>
WHICH BROWSER you are using? If you have tried in other browsers and get the same error, please include those browsers as well.: <Insert browser(s) belows>
SCREENSHOT and/or video of the issue if it helps illustrate the issue you are experiencing, including the date/time from your taskbar.: <Insert screenshot below>

After submitting you will receive an email with a ticket number acknowledging receipt; please do not reply to this email. A member from the support team will contact you
within the defined Service Level Agreement (SLA) between CODY and your organization.

3. Fill out the email, providing as much information as possible for each requested item:

a. Description

b. Module

c. Project/Template

d. Browser

e. Attached screenshot or video

4. Click Send. After you submit the email you will receive an email with a ticket number acknowledging receipt; please do
not reply to this email. A member from the support team will contact you within the defined Service Level Agreement
(SLA) between CODY and your organization.

Search the Portal
You can search the Support portal, including the Knowledge Base for information.

1. Enter search criteria, for example “PBP.”

2. Click Search. Any items related to your search appear below the Search bar, with live links to the information.

Search the Portal

Knowledge Base

PEP Module User Guide
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