




















Why would | print to DMS?

Print to DMS from an external
program to create an archive copy
of a document. This archived copy
is saved as a PDF file, and reflects
just how the document was at the
particular time it was printed.

What programs can | use to print
to DMS?

You can print to DMS from most
Windows programs, including
Microsoft Office products.

What is the Save to DMS toolbar?

You can use the Save to DMS
toolbar in Microsoft Office
applications and save any
documents in the Microsoft Office
applications directly into DMS with
one click.

Step 4: Getting Files into DMS - Print Files

-

1 Open the document in the related program and click Print on the appropriate menu.
2 In the Printer list, click DMS PDF Printer, and then click OK.

3 Select the client or non-client folder where you want to save the document.

4 Select the subfolder where you want to save the document.

5 Type a name for the file.

6 Click OK.
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Step 5: Annotate PDF Documents in DMS
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2 Choose an annotation from the toolbar.

1 Double-click the PDF document in the Documents/Folders list.

3 Click and drag or click on the document where you want to add the annotation.

TIP: You can add, remove, and rotate pages in a PDF file. Find the page in the Pages list, and
right-click.
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What documents can | annotate?

You can annotate any PDF
documents that are stored in
DMS.

What annotations can | use?

You can add:

- Notes

- Highlighting

- Lines

- Image Stamps
- Shapes

- Stamps (with Dates & User
Names)

What about when | e-mail or fax
a document?

You can choose to include
annotations when you email or
fax a document.




NOTES:

To include annotations with an
attachment, select the check box
in the Annotations column in the
Attachments list.

To attach specific pages instead of
the whole document, click the All
Pages link next to the document in
the Attachments list.

Step 6: Sending Files Out of DMS - E-Mail

-

toolbar.

3 Click Create Email.

1 Select the file you want to email from the Documents/Folders list, and then click Email on the

2 Add additional documents to the message and confirm the email address.

TIPS: If there are multiple email addresses for this client, click the arrow next to
E-Mail Address to select from a list of available email addresses.

You can password protect the PDF file you send by selecting the Password Protect... check box.
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Step 6: Sending Files Out of DMS - Fax
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1 Select the file you want to fax from the Documents/Folders list, and then click Fax on the

toolbar.

2 Verify the fax number and the To and From information.

3 Add any comments to the message.

4 Verify or add documents to the message.

5 Click Send Fax.
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What do | need to fax documents
using DMS?

To fax documents using DMS,
you will need:

- A fax modem connected to your
computer

- a phone line
NOTES:

To include annotations with
attachments, select the check
box in the Annotations column in
the Documents to Fax list.

11



