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Getting Started - DocWeave

This guide explains how to build your first SOP step by step.
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DocWeave

Screen 1 - Projects

» Present

« Select

jact [ Blur + Q Lib re v

Save As

¥ Getting Started
Screen 1 1 e —Projects

Recent Projects  Templates

+ New Project
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B Copy @ Watch

(D Extract Text (OCR)

1 Reorder

1,2,3 — Arabic

STEP 1
Project Window

The Project window opens with a list of
recent projects. From here, you can select
any previously created project and continue
working on it.

Projects
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DocWeave Screen 1 - Projects

STEP 2
Templates
4 B | 6 o | ® e snv] | (@] (WD) [ You can select from the prebuilt templates
New Opcn”fave Save As ~Select ~Amow [Redact [JBlur+ @ lLib ‘::'/«um ava||ab|e |n the system
¥ Getting Started
Screen 1 [F] DocWeave — Projects
Recent Projects z 3
(D Extract Text (OCR)
+ New Project
Projects
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. DocWeave Screen 2 - Projects

STEP 3
Templates

BN | 5 oy | @ vk =) | (@) (@) You can view the templates available in the
e system, select the required template, and
create a project.

« Select | 7 Arrol

New = Open Save | SaveAs
ALe

mess Do o | (CTEEED

¥ Getting Started

Screen 1 [F] DocWeave — Projects

q  roiects  Templates

(D Extract Text (OCR)

3-Phase Rollout

1Sitems  Built-in

Change Management

12items  Built-in
1 Reorder

Compliance Training
1,2,3 — Arabic

17items  Built-in

Customer Onboarding

13items  Built-in

IT Runbook

15items  Built-in

Job Aid

+ New Project

Projects
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DocWeave Screen 3 - Projects

STEP 4
New Project

BN | 5 oy | @ vk = Click the New Project button to create a
new project. In this example, we are
creating a project from scratch without
using a template.

v Getting Started
Screen 1 [F] DocWeave — Projects

Recent Projects  Templates

(D Extract Text (OCR)

Projects

Confidential - Internal Use Only Page 7 of 87



DocWeave

Screen 4 - Items

STEP 5
Items

] DocWeave — Untitled

BN | 5 oy | @ vk = A new base project opens with the first
section created and a blank workspace
ready for content entry.

Screen 1

Screen 1

(0 Extract Text (OCR)

Drop an image here

Items
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. DocWeave

Screen 5 - Section Divider

] DocWeave — Untitled Project »
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» Present

Q Lib p #Auto

Getting Started - DocWeave

This guide explains how to build your first SOP step by step

B Copy @ Watch

This guide expl

by step.

O

Share ¥ & O

Complete' summary at end

STEP 6
Section Divider

You can enter the section title and subtitle.

Section Divider
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. DocWeave Screen 5 - Section Divider

STEP 7
Section Divider

] DocWeave — Untitled Project »

BN | 5 oy | @ vk =) | (@) (@) The section divider preview can be seen in
—_— “ the central window.

Getting Started - DocWeave

This guide explains how to build your first SOP step
by step.

O

™ Complete’ summary at end

Getting Started - DocWeave

This guide explains how to build your first SOP step by step.

Section Divider
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DocWeave

Screen 6 - Save Project

] DocWeave — Gettina Started - DocWeave

n DocWeave 1 arted - DocV
A LT - Select s Amow MRedact [JBlurv @ lLib ‘ [ # Auto

New | Open iSave: SaveAs

ALE

Getting Started - DocWeave

This guide explains how to build your first SOP step by step

Readiness: 55% - click to jump to lowest screen (55%)

m i i e — ———
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> Present B Copy @ Watch -. Share ¥ & O

Getting Started - DocW

This guide explains how to build your first SOP step
by step.

O

M Show 'Section Complete’ summary at end

STEP 8
Project Name

You can enter the required project name.

Save Project
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. DocWeave Screen 6 - Save Project

STEP 9
Save As

] DocWeave — Getting Started - DocWeave 8
(B oocvemne  Geting started - Doctieve : i s oo (@ -~ o O - Once the project name is entered, click
SCEANETN] o Save As to save the project.

Getting Started - DocWeave

This guide explains how to build your first SOP step
by step.

O

| | ‘Section Complete’ summary at end

Getting Started - DocWeave

This guide explains how to build your first SOP step by step

Save Project
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DocWeave

Screen 7 - Save Project

> Present B Copy @ Watch -. Share ¥ & O

N

net10.0-windows100.17763.0 > data > projects > Getting Started - DocWeave

1]
©

Organize = New folder
Public and cust TN e o - Getting Started - DocWeave
Release Notes
Tarkan Intex Ir
This guide explains how to build your first SOP step

v M This PC by step.
> %= Local Disk (C)

> == Data (D:) O

> & Google Drive ( | | Complete’ summary at end

>l Network

File name: | Getting Started - DocWeave.docweave

Save as type: DocWeave Project (*.docweave)

Weave

Cancel st SOP step by step.

A Hide Folders
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STEP 10
Save As

The file browser opens to save the
“.docweave' file. Usually, projects are saved
in the Project folder, with a separate
subfolder for each project containing the
".docweave file and all captured
screenshots.

Save Project
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. DocWeave

Screen 7 - Save Project

@ Sevehs e gy owe [EEEE v & O

1 net10.0-windows100.17763.0 > data > projects > Getting Started - DocWeave v C ¢ e »

1]
(]

Organize *  New folder
Public and cust o e modified Getting Started - Doc
Release Notes N ) i
Tairkiin Intex Ir
This guide explains how to build your first S
v M This PC by step.

== Local Disk (C:)
== Data (D)
& Google Drive (¢ Sho tion Complete’ summary at end

4 Network

File name: | Getting Started - DocWeave.docweave

Save as type: DocWeave Project (*.docweave)

Weave

first SOP step by step

Cancel

A Hide Folders

Readiness: 55% - click to jump to lowest screen (55%)

3 4 5
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STEP 11
Save

We click on save and save the project

Save Project
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. DocWeave

Screen 8 - Save Project

[7] DocWeave — Gattina Stariad_Doc

n DocWeave 1 orted e ,
VA LR - Select s Amow MRedact [JBlurv @ lLib ‘ [ # Auto

New | Open iSave: SaveAs

Getting Started - DocWeave

This guide explains how to build your first SOP step by step

Readiness: 55% - click to jump to lowest screen (55%)
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» Present

B Copy

@ Watch -. Share ¥ & O

Getting Started - DocWeave

This guide explains how to build your first SOP step
by step.

O

| | Complete’ summary at end

STEP 12
Project Name

You can see that the project has been saved
successfully.

Save Project
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DocWeave

Screen 9 - Capture

] DocWeave — Getting Started - DocWeave

[ ooceee

New = Open Save | SaveAs
ALe

Getting Started - DocWeave » » Present

& Draw »Arow [ Redact [ Blur v

, Getting Starts

This guide explains

& Recording Settings.

© 090000000

Save Project

Getting Started - DocWeave

Delete | Duplicate ~ Hide  Show

Getting Started -
DocWeave
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gon ows (G s

(D Extract Text (OCR)

) Project Name

1,2,3 — Arabic

2 0

STEP 13
Capture

O Record SOP

Hands-free capture mode. Once started,
DocWeave automatically takes a screenshot
on every trigger you've configured (clicks, key
presses, etc.), turning a task you simply
perform into a fully sequenced set of steps.
Best for documenting a whole workflow
end-to-end without stopping to grab each
screen.

O Active Window

Click any open window and DocWeave
captures just that window — cleanly cropped,
no desktop clutter or other apps in the frame.
Best for app screenshots where you want a
tidy, focused image every time.

O Scroll Capture

Captures content taller than the screen.
DocWeave auto-scrolls the page and stitches
the frames into one continuous, full-length
image. Best for long web pages, chat threads,
documents, or settings panels that don't fit in
a single view.

O Delayed (3 s)

Fires the screenshot 3 seconds after you click
— giving you time to open a menu, hover a
tooltip, or set up the exact state you want to
capture. Best for transient Ul that disappears
the moment you click away.

Capture
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DocWeave

Screen 9 - Capture

arted - DocWeave

New | Open Save | SaveAs | o Draw 7 Ao
e

, Getting Starts

This guide explains

© 090000000

Save Project

Delete | Duplicate Shor Getting Started -
DocWeave

Confidential - Internal Use Only

@a Capture ~
* © RecordsOP  — auto-capture on every configured trigger
0 Active Window  — click any ure it
ches frames

screenshot in 3 s, time to open menus

Getting Started - DocWeave

o

@ Watch Share ¥ & O

(D Extract Text (OCR)

) Project Name

1,2,3 — Arabic

STEP 14
SOP Recording Settings

Recording Settings let you choose exactly
which actions trigger an automatic
screenshot while you're recording a SOP,
and how the capture is timed. Tune it once
and DocWeave captures the right moments
hands-free. Your choices are saved and
reused for every future recording.

Capture
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DocWeave

Screen 10 - Capture

» Present

W w Redact [ Blur + Q@ Lib [] # Auto

1 ecording — Trigger Settings

|®) SOP Recording — Trigger Settings

Left Click Right Click [l Mi

00000000
se0ee0ee

Tab [ Escape [ Space

Screen 9

T T T
Mr Hro MF1 MF2

W PageUp M Pa

Readiness: 87% - click to jump to lowest screen (80%)

Getting Started -

Delete Duplicate
e DocWeave
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B Copy

@ Watch

Export step #: 14

Duplicate

@ Recording Settings

STEP 15
SOP Recording Settings

Triggers — What Starts a Capture
Mouse

* Left Click: Captures each click as a step.
Enabled by default.

* Right / Middle / Double Click: Captures
context menus, middle-click actions, and
double-click actions.

Common Keys

* Enter: Captures form submissions and
confirmations. Enabled by default.

* Tab, Esc, Space, Backspace, Delete:
Captures navigation, cancellation, toggles,
and edits.

* F1-F12: Captures application-specific
shortcut actions.

Navigation Keys

* Page Up, Page Down, Home, End:
Captures scrolling and jump navigation.

Timing

* Capture Delay: Wait time before taking a
screenshot, allowing the screen to update
properly.

* Debounce: Minimum gap between
captures to avoid duplicate or repeated
screenshots.

Capture
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. DocWeave

Screen 11 - Draw Steps

] DocWeave — Getting Started - DocWeave
U DocWeave Getting Started - Doc!

New Open Save SaveAs \ A Redact [JBlur+ @ Lib | a Capture [ # Auto

, Getting Started - D...

This guide explains how to.

Projects

Readiness: 88% - click to jump to lowest screen (80%)

Delete | Duplicate

Confidential - Internal Use Only

P Present B Copy @ Watch -. Share ¥

Projects

(D Extract Text (OCR)

) Templates

1,2,3 — Arabic

@ O

STEP 1
Draw Steps

Click the Draw button to insert a new step
highlighter.

Draw Steps
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é DocWeave

Screen 11 - Draw Steps

] DocWeave — Gettir ed - DocWeave
» Present B Copy @ Watch

Redact [ Blur + Q@ Lib

Getting Started - D...

This guide explains how to.

Projects

(D Extract Text (OCR)

) Templates

Readiness: 88% - click to jump to lowest screen (80%)

Delete | Duplicate

Confidential - Internal Use Only

Arabic

STEP 2
Draw Steps

Highlight the area that you want to include
in the step.

Draw Steps
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DocWeave Screen 12 - Draw Steps

STEP 3
Draw Steps

] DocWeave — Getting Started - DocWeave ®
BN | 5 o | @ vk In the right-hand panel, you can enter the
pecse (B B . title and description of the step.

DocWeave continues assigning step
pp—— S — — . numbers in the output until the numbering

o is reset. To reset the step count at any
point, click Restart Numbering.

Projects

& Extract ext (O The Export Step Number field shows the
step number that will be assigned by

DocWeave in the final output.
|

1

Export step #: 3

W Restart

Templates

Readiness: 89% - click to jump to lowest screen (85%) B Templates

Delete | Duplicate  Hide  Show
123 Arabic

Draw Steps
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é DocWeave

] DocWeave — Getting Started - DocWeave

New Open Save SaveAs & Draw

- -

Getting Started - DocWeave » @ Watch
&3 Capture +

O Blur (B — pixelate a sensitive area

% Spotlight (L) — dim

Getting Started - D...

This guide explains how o0 & Magnify (M) — zoom-in lens over a detail

p (T) place Approved / Wamning badge

(D Extract Text (OCR)

i ) Draw Steps
teg

Draw Steps

— Arabic

L e ¥ oy | ——-.—- y—— e

Readiness: 89% - click to jump to lowest screen (85%)

Delete | Duplicate

Confidential - Internal Use Only

@ O

Screen 13 - Other Functions

STEP 1
Arrow

Draws a directional arrow on the screenshot
to point at a button, field, or area. Use it to
direct the reader's eye to exactly where the
action happens in a step.

Other Functions
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. DocWeave Screen 13 - Other Functions

STEP 2
Redact

] DocWeave — Getting Started - DocWeave
D DocWeave  Getting Started - DocWe » » Present B Copy @ Watch -ﬂ Share ¥ & O - Permanently masks sensitive information
) o) () =) | (2 oo ' — with a solid block. You can choose the style
y
. - - — black fill, white fill, or blur — so names,
% Spotlight (L) — dim everything outside the selection L . ) )
& Pen () P a . emails, account numbers, or other private
, Getting Started - D... ow) (Cpos 2 o |8 = 2 2
s et b o & Magnify (M) —zoom-in lens over a detal data are hidden in the exported document.

= & Stamp (T) place Approved / Wamning badge

O Blur (B — pixelate e area

0
(S 9 Crop (X)  — drag the area to keep

(D Extract Text (OCR)

i ) Draw Steps
teg

Draw Steps

1,2,3 — Arabic

Delete | Duplicate

Other Functions
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. DocWeave

New | Open Save  SaveAs | o Draw # Arrow

Getting Started - D...

This guide explains how to.

Draw Steps

Delete | Duplicate

Confidential - Internal Use Only

WRedact [ Blur
3 B)  — pixelate e area
% Spotlight (L) — dim everything outside the selection
& Pen (F) nd draw on th shot
® Magnify (M) m-in le a detail

= & Stamp (T) place Approved / Wamning badge

0
(S 9 Crop (X)  — drag the area to keep

o

> Present B Copy =@ Watch Share ¥ & O

(D Extract Text (OCR)

) Draw Steps

1,2,3 — Arabic

Screen 13 - Other Functions

STEP 3
Blur (B)

Pixelates a selected area so the content
underneath becomes unreadable while still
showing something is there. Good for
softening sensitive or distracting detail
without a hard black box.

Other Functions
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. DocWeave Screen 13 - Other Functions

STEP 4
Spotlight (L)

] DocWeave — Gettir ed - DocWeave
® e : Dims everything outside the selected
e (EBE — ghﬂ. region, leaving the important part bright
and in focus. Best for isolating one control
or section on a busy screen.

ght (L)

Getting Started - D...

This guide explains how to. i & Magnify (M) zoom-in lens over a detail

p (T) place Approved / Wamning badge

(D Extract Text (OCR)

i ) Draw Steps
teg

Draw Steps

— Arabic

L e ¥ oy | ——-.—- y—— e

Readiness: 89% - click to jump to lowest screen (85%)

Delete | Duplicate

Other Functions
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é DocWeave

Screen 13 - Other Functions

] DocWeave — Gettir ed - DocWeave

Getting Started - D...

This guide explains how to.

Draw Steps

Delete | Duplicate

Confidential - Internal Use Only

Redact [ Blur *

@a Capture ~

O Blur (B)

2 Spotlight (L)
5 F)

& Magnity (M)

(M

— pixelate a sensitive area

fre

dim hing ou
aw on t
Zoom-in lens over a detall

place Approved / Wamning badge

— ——-.—- y—— e

Readiness: 89% - click to jump to lowest screen (85%)

@ Watch

(D Extract Text (OCR)

1

Draw Steps

— Arabic

STEP 5
Pen (F)

Freehand drawing directly on the
screenshot — circle a button, underline
text, or sketch a note in your own hand. The
most flexible markup tool when a shape
doesn't fit.

Other Functions
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é DocWeave Screen 13 - Other Functions

STEP 6
Magnify (M)

] DocWeave — Gettir ed - DocWeave

® wch : Places a zoom-in lens over a small detail,
fdec (B — ghﬂ. enlarging it (default 2x) so tiny Ul elements
— checkboxes, icons, fine print — are
clearly visible in the final doc.

& Spotlight (L) — dim

Getting Started - D...

This guide explains how to. i ify (M) zoom-in lens over a detail

place Approved / Wamning badge

(D Extract Text (OCR)

i ) Draw Steps
teg

Draw Steps

— Arabic

— ——-.—- y—— e

Readiness: 89% - click to jump to lowest screen (85%)

Delete | Duplicate

Other Functions
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é DocWeave

Screen 13 - Other Functions

] DocWeave — Gettir ed - DocWeave

Getting Started - D...

This guide explains how to.

Draw Steps

Delete | Duplicate

Confidential - Internal Use Only

Redact | [J Blur * &a Capture v
O Blur (B — pixelate a sensitive area

& Spotlight (L) — dim

& Magnify (M) — zoom-in lens over a detail

5 7 m place Approved / Wamning badge

L e ¥ oy | ——-.—- y—— e

Readiness: 89% - click to jump to lowest screen (85%)

@

1

Watch

(D Extract Text (OCR)

Draw Steps

— Arabic

STEP 7
Stamp (T)

Drops a pre-made badge onto the screen,
such as Approved or Warning, to flag status
or call attention to a step at a glance.

Other Functions
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. DocWeave Screen 13 - Other Functions

STEP 8
Crop (X)

] DocWeave — Gettir ed - DocWeave

® e : Drag to select the area you want to keep;
fdec (B — ghﬂ. everything outside is timmed away. Use it
to remove clutter, focus on the relevant
window, or tidy the screenshot's framing.

& Spotlight (L) — dim

Getting Started - D...

This guide explains how to. i & Magnify (M) zoom-in lens over a detail

& Stamp (T) place Approved / Wamning badge

(D Extract Text (OCR)

i ) Draw Steps
teg

Draw Steps

— Arabic

L e ¥ oy | ——-.—- y—— e

Readiness: 89% - click to jump to lowest screen (85%)

Delete | Duplicate

Other Functions
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DocWeave Screen 13 - Other Functions

STEP 9
Present

[] DocWeave — Getting Started - DocWeave
8 comy | ( @ et Turns your project into a full-screen,
slideshow-style walkthrough — right inside
& Spotiaht (0 —dim eveting ot the sclection ) DocWeave, no export needed. Each screen,
freehand draw on the =) (G o step, and content block becomes a slide
e i = = ) —z00m-infens overadetai you advance through one action at a time.
i - i e L ' As you move through a screenshot's steps,
e - a callout bubble highlights the current
e . (@ Etract Text 0CR) instruction and a spotlight dims everything
- E : [ else so attention stays on the right spot. It
also plays your richer blocks — timelines,
process flows, comparisons, quizzes — as
their own slides, and supports presenter
notes. Best for live training sessions, demos,
and walking a colleague or client through a
procedure in real time.

@a Capture ~

O Blur (B — pixelate tive area

Draw Steps

1,2,3 — Arabic

Delete | Duplicate

Other Functions
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DocWeave

Screen 13 - Other Functions

] DocWeave — Getting Started - DocWeave

, Getting Started - D...
This o

explains how to.

Draw Steps

Delete | Duplicate

Confidential - Internal Use Only

@a Capture ~

O Blur (B

& Spotlight (L)

M)
& Stamp (T)

% Crop (X)

— pixelate tive area
dim everything outside the selection
freehand di the
zoom-in lens over a detail
place Approv aming badge

— drag the area to keep

>rresen: 10

D Watch

(D Extract Text (OCR)

1

— Arabic

STEP 10
Copy

Flattens the current Screen — the
screenshot plus everything you've layered
on it (step boxes, arrows, numbered
badges, blur, spotlight, redactions, freehand
pen) — into a single PNG and places it on
the Windows clipboard.

Use it to: Paste a finished, annotated
screenshot straight into Outlook, Teams,
Slack, or Word without exporting the whole
document.

Shortcut: Ctrl+Shift+C

Requires: a Screen that has an image
Direction: DocWeave — clipboard (sends
out)

Other Functions
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DocWeave Screen 13 - Other Functions

Watch

] DocWeave — Getting Started - DocWeave

A toggle that turns on Clipboard Watch

o i Copre Mode. While ON, any image you copy from

Blur (B) — pixelate tive area o o o

% Spotight () —d S . . outside Do_cWeave (Smppmg Tool, browser,

e o Excel, etc.) is intercepted into a queue
y Getting Started - D... ow) (v » oree |8 = o o
This guide explains how to M) —zcomin lens over a detail instead of going nowhere — an orange
) @ Semp (0 plsce Approved/Waming badoe — = badge beside the button shows how many

Q 9 Crop (X)  — drag the area to keep 0no o o o
- captures are waiting, and clicking it lets you
. @ Bt Text (OCR) triage (accept into the project or discard).

Use it to: Capture a whole sequence of
screenshots in another app without
alt-tabbing back to DocWeave after each
snip.

Draw Steps

State: button turns green while watching
Smart: ignores duplicate images and pauses
while DocWeave itself is focused (so it
never grabs your own Ul)

Direction: clipboard — DocWeave (pulls in)
In short: Copy pushes one finished screen
out to the clipboard; Watch pulls many
i ton ok Dhp b e ) incoming screenshots in from the clipboard.

3 — Arabic

g e g =

Delete | Duplicate

Other Functions
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. DocWeave Screen 13 - Other Functions

Branding Setting

] DocWeave — Getting Started - DocWeave

(B oocweme  Gettng stared- pocw . e 5o owo ([ v Click this option to open the Branding
New Openv‘fave Save As ‘ 2 Draw > Arow | Wl Redact | [ Blur + @ Capture Settlﬂgs page

Blur (8)  — pixelate a sensitive area

Spotlight (L) — dim everything outside the selection
Draw St
Pen (F) ind draw on the screenshot
, Getting Started - D...

This guide explains how to. Magnify (M) — zoom-in lens over a detail
Stamp (T) place Approved / Wamning badge

@ Crop (X)  — drag the area to keep

Projects

(D Extract Text (OCR)

i ) Draw Steps
tef

Draw Steps

1,2,3 — Arabic

Readiness: 89% - click to jump to lowest screen (85%)

‘4__“5—'_"5__“1—'_'-_“9—'_"m
Delete | Duplicate  Hide  Show

Other Functions
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é DocWeave

Screen 14 - Other Functions

@ Watch Share ¥

Redact [ Blur + St
1 ng Settings

Branding Settings

Other Functions

Getting Started - D... T w

(D Extract Text (OCR)

Export step #: 12

I Restart numbe
ter
Calibri

Other Functions @

Branding Setting

Confidential - Internal

page.

Du

1) Arrow

—— i el 7]
~ 2) Redact

Confidential - Internal Use Only

Click this option to open the Branding Settings

STEP 13
Branding Settings

Defines the visual identity stamped onto every exported
document — logos, colors, company name, footer, and
font. Set it once and all exports inherit it automatically.

Identity
Company Name — your organization's name, shown in
document headers/title areas. (default: "My Company")

Primary Logo — the main logo image (stored as logo.png)
shown in the header of the app and exported docs.
Secondary Logo — a smaller logo for the document
footer, for a co-brand or a compact mark.

Colors

Primary Color — the main brand color used for headings,
banners, and key accents in exports. (default: deep blue
#185FA5)

Accent Color — the secondary highlight color for
emphasis elements. (default: amber #EF9F27)

Annotation Color — the default color applied to new
annotation boxes/arrows when you start marking up a
screenshot. (default: #185FA5)

Document

Footer Text — the line printed at the bottom of every
page, typically a confidentiality or copyright notice.
(default: "Confidential — Internal Use Only")

Font Family — the body font used throughout exported
documents. (default: Calibri)

Client Brand Library (multi-client)

DocWeave can also store multiple saved brand profiles —
one per client. Each profile bundles its own logos, colors,
footer, and font under a client name, so you can switch
the entire look of your exports to match whichever client
you're producing docs for, instead of re-entering
everything each time.

Other Functions
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é DocWeave Screen 14 - Other Functions

STEP 14
Project Info

oz sev || © N Project information can be managed from
i e s B [ oo oo % the Project Info section.

Branding Settings

Getting Started - D... = m

DocWeave

(D Extract Text (OCR)

#FS9E0B

#185FAS

Export step #: 12
T

I Restart numbering from

te
Calibri
Other Functions 0

Branding Setting

Confidential - Internal Click this option to open the Branding Setti

page.

Duplicate

Readiness: 89% - click to jump to lowest screen (85%)

|« e~ N e & S— -_‘ |l el el e e
Delete | Duplicate  Hide  Show

2) Redact

Other Functions

Confidential - Internal Use Only Page 35 of 87



DocWeave

Screen 15 - Project Info

0000 00OQ0COGCOOOGOO
ceeeeccccccse

2

Other Functions @

Confidential - Internal Use Only

Q@ Lib

[ #Auto

B [ project Info

Branding Sett! 1 Details Revisions

Getting Started - DocWeave

Jun 27, 2026

Export History

Jun 27, 2026

» Present

B Copy

Other Functions

(D Extract Text (OCR)

Project Info

©)
0000

Duplicate

@) Branding Settings

be managed from the

STEP 1
Info

The essentials. Name your project and
capture the basics that appear on the cover
and in exports.

Title & Description — what this document
is and what it covers

Version & Author — current revision and
who's responsible

Department & Tags — organize and find it
later

Created / Updated — auto-tracked
timestamps

Project Info

Page 36 of 87



DocWeave

Screen 16 - Project Info

0000 00OQ0COGCOOOGOO
ceeeeccccccse

2

Other Functions @

Confidential - Internal Use Only

Q@ Lib

[ #Auto

B [ project Info

Branding Sett 1 Details Revisions Export History

Training Guide

e.g. All Staff, Fin:

Internal

» Present

B Copy

Other Functions

(D Extract Text (OCR)

Project Info

©)
0000

Duplicate

@) Branding Settings

be managed from the

STEP 2
Details

Governance & approval. Everything needed
to make this a controlled document.

Document code, type, status & estimated
time — classify and track the doc

Owner, Reviewed by, Approved by — the
accountability chain

Audience, Confidentiality, Language — who
it's for and how it's handled

Next review & Go-live dates — keep it
current

Submit for Review / Approve / Recall —
drive the approval workflow

Project Info
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. DocWeave

Screen 17 - Project Info

w  ERedact [JBlur+ @lLib ‘ [ # Auto

0000000060 OCS
eeeecececoee

2

Other Functions @

Confidential - Internal Use Only

B [ project Info

Branding Sett

s Lo o | H

1 Details Revisions Export History

+ Add Revision Entry

» Present

B Copy

Other Functions

(D Extract Text (OCR)

Export step #: 14

Project Info

STEP 3
Revisions

Change history. A running log of every
version, so reviewers can see what changed
and when.

Version, Date, Author, Changes — one row
per revision

Add an entry each time you update the
document to maintain a clear audit trail.

Project Info
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. DocWeave Screen 18 - Project Info

STEP 4
Export History

p scn owo [EDE s = Output record. An automatic list of every
e e export you've generated from this project
— format, and when — so you always know
which copy is the latest one in circulation.

Other Functions

B [ project Info

Branding Sett 1 Details  Revisions  Export History

(D Extract Text (OCR)

000 O0OGOGNOSNOSNINPS
eecscccccccee 'l

Export step #: 14

2

Project Info

Other Functions @

Project Info
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é DocWeave Screen 18 - Project Info

STEP 5
Save

sy | (8)) (@ Click the Save button to save the entry.
2 Draw 7 Arow | @ Redact | O Blur » | | @ Lib

New | Open Save SaveAs apture + NINRA)

ALe
Other Fun:

v Getting Started - D.. ) () (=) (ERR) | [ 2 o A Redact | D) 0hx B [ project Info

ide explains how to

Branding Sett! Info Details Revisions Export History

(D Extract Text (OCR)

Export step #: 14

2

Project Info

Other Functions @

Project information can be managed from the

Cancel e Duplicate

Branding Settings

Project Info
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é DocWeave Screen 18 - Project Info

STEP 6
Other Options

sy | (8)) (@ Additional options can be opened by
New || Open ufm SaveAs | o Draw 7 Arrow .."Rcd.m Oslur || @b 8 - Clicking the three_dot button.

Other Functions

v Getting Started - D... ) () (=) (ERR) | [ 2 o A Redact | D) 0hx - B [ project Info

This guide explains how to.

Branding Sett! Info Details Revisions Export History

(D Extract Text (OCR)

Export step #: 14

I Restart numbering from this step

2

Project Info
Other Functions @ 2

t information can be managed from the
fo section.

Duplicate

@ Branding Settings

Project Info
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. DocWeave

] DocWeave — Getting Started - DocWeave ®

u DocWeave  Getting Started - Do

Getting Starty

This guide explains

Peoeoeoceoeeeoe

s

Project Info

Confidential - Internal Use Only

P By v EHA ..v & @

1 imand Palette (Ctrl+Shift+P)

»

& Tools

Help (F1)

About
(0 Extrac

1) Export History

Screen 19 - Other Options

STEP 1
Command Palette (Ctrl+Shift+P)

Search and run any DocWeave action by
name, without hunting through menus.

Other Options
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é DocWeave Screen 19 - Other Options

STEP 2
Project

] DocWeave — Getting Started - DocWeave ®

0 vocwenve  Geting trted - Docwene - ; i) (SIS SRR =) | Project-level actions: new, open, save,

) [Save | (Seve s aw N P o or : =0 # Auto @ Command Palette (Ctrl+Shift+P) . k i
) o)) | 22 e export, and project info/settings.

bject

ALe

& Tools
ing Started - D...

ide explains how to.

& Settings... (Ctrl+,)
&P Licel
Help (F1)

About
(0 Extrac

1) Export History

s

Project Info

Readiness: 89% - click to jump to lowest screen (85%)

Other Options
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é DocWeave

] DocWeave — Getting Started - DocWeave ®

u DocWeave  Getting Started

New = Open Save | SaveAs

ALe

Getting Started - D...
This guide explains by

Peoeoeoceoeeeoe

s

Project Info

Confidential - Internal Use Only

P By v A ..v & @

@ Command Palette (Ctrl+Shift+P,

B Project

Help (F1)

About
(0 Extrac

Screen 19 - Other Options

STEP 3
View

Toggle interface elements like the minimap,
panels, themes, and layout options.

Other Options
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é DocWeave Screen 19 - Other Options

STEP 4
Tools

] DocWeave — Getting Started - DocWeave ®

u DocWeave  Getting Started - Do . r P By ower EHERM o..v & M .. Utilities such as Capture tOO'S, find,
el oo R G | (2 orew + Arrow || @ Redoct || D Bur+ | [ @ b ‘ O @ Command Palette (Ctrl+Shift+P) branding and other he|pers
FILE ATE Al I .

B Project

, Getting Started - D...
his guide explains how to.
This guide explain: [t & Settings... (Ctrl+,)

L Lice
Help (F1)

About
(0 Extrac

1) Export History

Fooooosevoooere

s

Project Info

Readiness: 89% - click to jump to lowest screen (85%)

Other Options
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é DocWeave Screen 19 - Other Options

STEP 5
Settings (Ctrl+,)

] DocWeave — Getting Started - DocWeave ®

B vocweme  Gettng e . » ) s ow: EERA ... am . Open app preferences — capture, export
@ Command Palette (Ctrl+Shift+P) .
defaults, appearance, and behavior.

New Open Save SaveAs ‘ Vi edact O Blur v+ @ Lib ‘ @ Capture + JEIERNE)
e APTURE

B Project

, Getting Started - D...
This guide explains h

Help (F1)

About
(0 Extrac

s

Project Info

Other Options
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é DocWeave Screen 19 - Other Options

STEP 6
Licence & Account

] DocWeave — Getting Started - DocWeave ®

B oocwerne  Gettng sored . » ) s ow: EERA ... am . Manage your licence key, activation, and
@ Command Palette (Ctrl+Shift+P) . . c
account/subscription details.

New Open Save SaveAs ‘ Vi edact O Blur v+ @ Lib ‘ @ Capture + JEIERNE)
e APTURE

B Project

, Getting Started - D...
This guide explains h

Help (F1)

About
(0 Extrac

s

Project Info

Other Options
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é DocWeave Screen 19 - Other Options

STEP 7
Help (F1)

] DocWeave — Getting Started - DocWeave ®

B oocweme  Geting sted 0o . ; ) s ow: EERA ... am . Open guidance, shortcuts, and how-to
New | Open | Save | SaveAs ‘ 2 Draw » Amow | @Redact | O Blur v || @ Lib ‘E'/«um ) CETTIAES0 SRk, documentation

Project

3 Tools
, Getting Started - D...
This guide explains how 0. . -
Settings... (Ctrl+,)

About
(0 Extrac

1) Export History

s

Project Info

Readiness: 89% - click to jump to lowest screen (85%)

‘14

Other Options
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é DocWeave Screen 19 - Other Options

STEP 8
About

] DocWeave — Getting Started - DocWeave ®

[ oocvvenve  Geting startd - B 5w owe EEEEA .. (& m . App version, build info, and credits.

M = i and Pa e (Ctrl+Shift+P)
New || Open | Save | Saveds | ¢ Draw »Arrow | @ Redact | O Blur + | | @ Lib | @ Command Palette (Ctrl+Shift+P)

ALe

B Project

, Getting Started - D..

ide explains how to.

Help (F1)

(D Extra 8

L]
L ]
L ]
L]
L
L
L J
L]
L]
L ]
L
L ]
n
L ]

Other Functions

s

Project Info

Readiness: 89% - click to jump to lowest screen (85%)

Other Options
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DocWeave

Screen 20 - Licence & Account

s
L

Other Options @

Confidential - Internal Use Only

Q@ Lib

[ #Auto

DocWeave — Licence & Account

Enterprise

Perpetual
1

& View Plans & Pricing

» Present

Activate

Other Options

(D Extract Text (OCR)

Command Palette (Ctrl+Shift+P)

Settings (Ctrl+

Help (F1)

2 0

STEP 9
Licence & Account

Activate DocWeave Pro in 3 steps:

Step 1 — Copy your Machine 1D

Click O Copy next to Your Machine ID and
send it to get your licence key. Each key is
locked to this machine.

Step 2 — Enter your details
Type your email address and paste your
licence key into the boxes.

Step 3 — Activate
Click Activate. The status line confirms
when you're on Pro.

Licence & Account
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é DocWeave

New Open Save SaveAs ‘ £ Draw 7 Arow  @Redact [ Blur v

ALe

Getting Started -...

This guide explains how

s
e L] LN J

tion:

®

Licence & Acco...

Confidential - Internal Use Only

Q@ Lib

apture [ # Auto

General

Appearance

® park O Light
ur blind mode

Ibar (reclaim ~20 px o

1 Export 1 Import

Readiness: 90% - click to jump to lowest screen (85%)

Share ¥

(D Extract Text (OCR)

1

2,3 — Arabic

2 0

Screen 21 - Light Theme

STEP 1
Light Theme

You can choose between the dark and light
theme from Settings.

Light Theme
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DocWeave - Light Theme

D DocWeave — Getting Started - DocWeave

Screen 22

g
X

n DocWeave Getting Started - DocWeave ~ » Present B Copy @ Watch -‘0 Share ¥ & M
| [aores o
ALE ANNOTATE CAPTURE
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D JocW . . e ey owe (B o~ e O
y Getting Started -... 20 « Select 0 i Copt
This guide explains how to
Project @
[ O s
Project 0] [u] - - N o ons EERE o o
e R ] — 1 T
s e enplon how
Project a -
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Item: 1 .
® : - [swampm—| 2~ = e e | G E | s
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Readiness: 90% - click to jump to lowest screen (85%)
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. DocWeave Screen 23 - Export Options

STEP 1
Export as HTML

] DocWeave — Getting Started - DocWeave

B oocviene  Geting e » e IESSARIE B DS A self-contained web page you can open in

rt as HTML

o G e e | 0 - : Sy any browser or host online; great for
interactive, shareable docs.

[ Export Word (.docx)
[l Export PowerPoint (.pptx)
, Getting Started
s [ Export Markdown
heme is applied.
@ Export ZIP Package

@ Export with Profile.

& Export Filtered (Audience)

Save as Template

Enterprise

Arabic

s

0000

e ® ® @

Light Theme

Export Options
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é DocWeave Screen 23 - Export Options

STEP 2
Export as PDF

] DocWeave — Getting Started - DocWeave

[ vocveme  Geting Staried-0 s . = A polished, print-ready document with
— fixed layout; the go-to for sharing and
archiving.

New | Open  Save || Save As ‘ 2 Draw »Arrow | @ Redact | O Blur + | | @ Lib ‘ @ Captur [ #Auto

ALe

brt as PDF
[ Export Word (.docx)

Export PowerPoint (.pptx)
, Getting Started -... -

This guide explains how to. “ - . & Export Markdown

heme is applied.

D Export ZIP Package

Export with Profile.

Export Filtered (Audience)

Save as Template

Enterprise

Arabic

s

®0000
sleeleelee

®

Light Theme

Readiness: 89% - click to jump to lowest screen (75%)

Export Options
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é DocWeave Screen 23 - Export Options

STEP 3
Export Word (.docx)

] DocWeave — Getting Started - DocWeave 8
B vocwenve  Gettng sared-pocwese : = (@u! Y sy (0 (D - An editable Microsoft Word file for teams
- dact lur il apture v # Auto e E(purl RS M
) o) o) B | (2 o ou | (OIS O that need to add or revise content.

[® Export as PDF

3 brt Word
EXport PowerPoint (.pptx)
ing Started -... o
de explains how to " & Export Markdown
heme is applied
D Export ZIP Package
Export with Profile

& Export Filtered (Audience)

Save as Template

Enterprise

Arabic

s

o0 ®600000
sleeleelee

°

Light Theme

Readiness: 89% - click to jump to lowest screen (75%)

Export Options
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é DocWeave Screen 23 - Export Options

STEP 4
Export PowerPoint (.pptx)

] DocWeave — Getting Started - DocWeave

B vocvieae  Geting sated » o = A slide deck built from your screens and
BEEE |(~ : : _ steps; ready for training and presentations.

, Getting Started
. = Export Markdown

heme is applied.
@ Export ZIP Package

@ Export with Profile.

& Export Filtered (Audience)

Save as Template

Enterprise

Arabic

s

0000

e ® ® @

Light Theme

Export Options
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é DocWeave Screen 23 - Export Options

STEP 5
Export Markdown

] DocWeave — Getting Started - DocWeave

[ vocvieame  Geting Started - Doct p A aw.. BN gy o @ - Plain-text ".md" for wikis, GitHub, or
New | Open | Save | SaveAs ‘ 2 Draw »Arrow | @ Redact | O Blur + | | @ Lib EGERE knowledge bases

ALe

[ Export Word (.docx)
Export PowerPoint (.pptx)
, Getting Started -...
This guide explains “ e rt Markdown
5 Wme s ppied

@ EXpOIt ZIP Package

@ Export with Profile.
& Export Filtered (Audience)

Template

Enterprise

Arabic

®0000°F
sleeleelee

®

Light Theme

Readiness: 89% - click to jump to lowest screen (75%)

Export Options
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é DocWeave Screen 23 - Export Options

STEP 6
Export ZIP Package

] DocWeave — Getting Started - DocWeave

B oocweove  Geting started 0o y — sy | (8] () Everything bundled — document plus

A edact ur i apture # Auto Export as HTML . . )
o) (o) (se) (i) | (2 o oo Wit Qo (o | (R O N image assets — in one portable archive.

B Export as PDF

[ Export Word (.docx)
Export PowerPoint (.pptx)
, Getting Started -... -
This guide explains how to “ . B Export Markdown
eme i applied.
6 t ZIP Package
@ Export with Profile

& Export Filtered (Audience)

s Template

Enterprise

Arabic

s

w

®

Light Theme

Readiness: 89% - click to jump to lowest screen (75%)

Export Options
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é DocWeave Screen 23 - Export Options

STEP 7
Export with Profile...

] DocWeave — Getting Started - DocWeave

B vocwerve  Geting sarted » o = Run a saved export preset (format +
New O So Some | 0 - . 5 bon e settings) in one click for consistent,
repeatable output.

[ Export Word (.docx)
[l Export PowerPoint (.pptx)
, Getting Started
s [ Export Markdown
heme is applied.
@ Export ZIP Package

7 rt with Profile.

& BXPOrt Filtered (Audience)

Save as Template

Enterprise

Arabic

s

0000

e ® ® @

Light Theme

Export Options
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. DocWeave Screen 23 - Export Options

STEP 8
Export Filtered (Audience)..

] DocWeave — Getting Started - DocWeave 8
[ vocwenve  Geting Strted-Docene » o = Export only the content tagged for a
) (o) ) () (2 o e e S oo chosen audience, so each role gets its own
tailored version.

[ Export Word (.docx)
[l Export Pow
[ Export Mark
heme is applied.
@ Export ZIP Package
Export with Profile.

@
8 ort Filtered (Au

Save as Template

Enterprise

Arabic

s

0000

e ® ® @

Light Theme

Export Options
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é DocWeave Screen 23 - Export Options

STEP 9
Save as Template

] DocWeave — Getting Started - DocWeave

[ oecwenve  Geting s » v m = Save this project's structure and styling as a

New | Open Save SaveAs ‘ V4

. = B Export as reusable starting pOillt for future
B Export as PDF
documents.

[ Export Word (.docx)
[l Export PowerPoint (.pptx)
, Getting Started
s [ Export Markdown
heme is applied.
@ Export ZIP Package

@ Export with Profile.

& Export Filtered (Audience)

lemplate
9 mpl

Enterprise

Arabic

s

0000

e ® ® @

Light Theme

Export Options
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é DocWeave Screen 23 - Export Options

STEP 10
Add Item

] DocWeave — Getting Started - DocWeave

B oocwene  Geting strted - octicve ; = (@u! Y sy (0 (D - Click the Add Item button to view the
A dact lur v P’ o # Auto Export as HTML . . . .
) (o) () i) (2 o Oue- e | (YRR O By available options for adding different types
of screens.

[ Export Word (.docx)
Export PowerPoint (.pptx)
ing Started -... =
de explains how to. . & Export Markdown
heme is applied.
D Export ZIP Package

Export with Profile.

& Export Filtered (Audience)

Save as Template

Enterprise

Arabic

s

o0 ®600000
sleeleelee

°

Light Theme

Readiness: 89% - click to jump to lowest screen (75%)

Export Options
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é DocWeave Screen 24 - Add Item

STEP 1
Screen
B | 5 o | ®vech swny)] | (@] (@) 6= A screenshot with annotation steps; the
- — heart of any SOP. Add via Upload File, Paste
Image, or a Blank Screen to drop an image
Export Options .
o into later.
Getting Started -...
]
1 L]
. g (D Extract Text (OCR)
L ]
- L]
® .
PY ° Screen — upload Screen — paste Screen — blank
L J
° L]
[ ] ]
L ]
L L]
o ° Comparison Export step #: 10
[} . L
2 )
. Y Add Item
L J
° )
(] ; Section Divider Agenda / TOC Text Block E!):L:’ﬁ:fi’;;’gz‘“,‘, %
]
L ]
3 °
. , eoo0
Cancel
( J
Export Options (0 1) Export as HTML
2) Export as PDF
Add Item
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STEP 2
Comparison

§]
B socwemve  Getting st Docie i s oo @ =~ © O - Two images side by side for before/after or

New | Open | Save | SaveAs ‘ 2 Draw 7 Arow | @ Redact | O Blur » | | @ Lib

option A vs. B.

Export Options

, Getting Started ...
This guide explains

(D Extract Text (OCR)

Screen — upload Screen — paste Screen — blank

p bmparison Export step #: 10

ing from this ste

s

Add Item

0000 F o000 o00000

Click the Add Item button to view the available

Section Divider Agenda / TOC Text Block options for adding different type:
options for adding different typ:

w

Uight Theme

Duplicate

Cancel

Export Options 0 Readiness: 89% - dlick to jump to lowest screen (75%) Export as HTML

Export as PDF

Add Item
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u DocWeave  Getting Started - DocWe:

New | Open | Save | SaveAs ‘ 2 Draw 7 Arow | @ Redact | O Blur » | | @ Lib

ALe

Getting Started -...
This guide explains

00 0F
“0e0ccveceefoceccccccocoe

w

Uight Theme

Export Options (@

Confidential - Internal Use Only

Screen — upload

Comparison

Section Divider

Readiness: 89%

Screen — paste

Agenda / TOC

click to jump to lowest screen (75%)

» Present B Copy

Screen — blank

Text Block

Cancel

@ Watch -ﬂ Share ¥ & O

Export Options

(D Extract Text (OCR)

Export step #: 10

ing from this ste

Add Item

Click the Add Item button to view the available
options for adding different type:

Duplicate

Export as HTML

Export as PDF

Screen 24 - Add Item

STEP 3
Video Embed

Embed a video clip or link inside the
document.

Add Item
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é DocWeave Screen 25 - Add Item

STEP 4
Section Divider

sy | (8)) (@ A heading that groups screens into

2 orow + Arow | MRedact | D8l || @ b collapsible sections.

New | Open Save SaveAs apture + NINRA)

Export Options

] Add Content Item

What would you like to add?

(D Extract Text (OCR)

1 ction Divider Agenda / TOC Text Block

Handover Document

Export step #: 10

s

Add Item

.
v
.

Data Table Checklist Glossary Click the Add Item button the available
options for adding diff

S 000000 ONTOOONOSNOSNOSNONONOSNOSNONND

w

Uight Theme

Duplicate

Cancel

Export Options 0 Readiness: 89% - dlick to jump to lowest screen (75%) 1) Export as HTML

@ Export as POF

Add Item
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u DocWeave  Getting Started - DocWe:

New | Open | Save | SaveAs ‘ 2 Draw 7 Arow | @ Redact | O Blur » | | @ Lib

ALe

Getting Started -...
This guide explains

00 0F
“0e0ccveceefoceccccccocoe

w

Uight Theme

Export Options (@

Confidential - Internal Use Only

G -
] Add Content Item

What would you like to add?

Section Divider

Handover Docume

Data Table

Readiness: 89%

Agenda / TOC

Checklist

click to jump to lowest screen (75%)

2

» Present B Copy

Text Block

Glossary

Cancel

@ Watch -ﬂ Share ¥ & O

Export Options

(D Extract Text (OCR)

Export step #: 10

ing from this ste

Add Item

Click the Add Item button to view the available
options for adding different type:

Duplicate

B Eport as HTML

Export as PDF

STEP 5
Text Block

Screen 25 - Add Item

Free-form rich text for intros, notes, or

explanations.

Add Item
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u DocWeave  Getting Started - DocWe:

New | Open | Save | SaveAs ‘ 2 Draw 7 Arow | @ Redact | O Blur » | | @ Lib

ALe

Getting Started -...
This guide explains

00 0F
“0e0ccveceefoceccccccocoe

w

Uight Theme

Export Options (@

Confidential - Internal Use Only

G -
] Add Content Item

What would you like to add?

Section Divider

Handover Docume

Data Table

Readiness: 89%

/Agenda / TOC

Checklist

click to jump to lowest screen (75%)

» Present B Copy

Text Block

Glossary

Cancel

@ Watch -ﬂ Share ¥ & O

Export Options

(D Extract Text (OCR)

Export step #: 10

ing from this ste

Add Item

Click the Add Item button to view the available
options for adding different type:

Duplicate

B Eport as HTML

Export as PDF

Screen 25 - Add Item

STEP 6
Agenda / TOC

An auto-style agenda or table of contents.

Add Item
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New = Open Save | SaveAs

ALe

Getting Started

This guide explains

s

S 000000 ONTOOONOSNOSNOSNONONOSNOSNONND

w

Uight Theme

Export Options (@

Confidential - Internal Use Only

& Draw » Arow [ Redact [ Blur * Q Lib

G -
] Add Content Item

¥ _ What would you like to add?
[

4

Section Divider

Handover Document

Data Table

Readiness: 89%

Agenda / TOC

Checklist

dlick to jump to lowest screen (

Text Block

Glossary

Cancel

Share ¥

Export Options

(D Extract Text (OCR)

Export step #: 10
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