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Stapling Documents in Docuware
Stapling

1  Only PDFs can be stapled. For joining non PDF files, use the Clip feature.

I Id] Open in Viewer Enter
@ Open Viewer in a new window Ctrl+Alt+Enter
& Edit Ctri+Alt+Space
T Dansma )
¢ Clip Ctrl+Alt+C
Uf, Unclip Ctri+Alt+U
= Staple Ctrl+Alt+T
& Unstaple Ctrl+Alt+Z
® Show index entries Ctrl+Alt+1

2 Select the documents to be stapled by holding down the control key and clicking
the documents. The order in which the documents are highlighted determines the
order of the final stapled document.
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3  Right click and select "Staple"
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01 Open in Viewer Enter i
& Open Viewer in a new window Ctrl +Enter
# Edit
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UMStaple Ctrl+Alt+2
® Show index entries Ctrl+Alt+1
[ Share by email Ctrl+Alt+S
&) Download >
= Print >
[y Copy to >
& Move to >
[ Store automatically Chri+Alt+A
Q Repeat Intelligent Indexing Ctrl+Alt+X
Delete Del

The documents will be combined and keep the name of the first document to be
selected.

v MY.UHYYal T A

Ly}
f&a Document trays o q Search T ¢ Tasks

Y¢ Accounting Docs
‘:}Import =san E 1l g

letter of intent

Letter In

‘l Countd

(Countdo
Document Type: Letter In Default
Date: (SR - Dat
Invoice #:
Company: Employ
PO#/SO#: (SR - Em
Project: | -
e op

Freight: (SR - She




MSI| MEIRR
SALES INC
Unstapling

5 It is recommended to unstaple documents into an empty document tray to avoid
confusion with other documents. To unstaple a document, right click and select
"unstaple"
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[ Download >
= Print >
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& Move to >
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Q Repeat Intelligent Indexing Ctrl+Alt+X
T Delete Del

6  Every page in the document will be separated into the document tray.
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Pages can be reselected and stapled or stored individually.
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Stapling to a stored document

If you would like to staple to a document that is already in the file cabinet, it will
need to be copied to the document tray first. Right click on the stored document
and copy to the appropriate document tray.
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The document will be copied to the document tray and will also remain in the file

cabinet. After confirming it is in the document tray, it can be deleted.
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10 Onceitisin the document tray, it can be stapled to other PDFs.

[ ] Accounting Docs

letter of intent [ Order Flying Tom Deu...
(SR - Accounting Docu...

Letter In | Delivery Note
10/09/2007

Countdown

@ Open in Viewer Enter (Countdown Cabinet)

1 Open Viewer in a new window Ctrl+Alt+Enter e
# Edit Ctrl+Alt+Space (SR - Database)

T_ Rename F2

@ ciip Cerl+Alt+C fs':'_";:;;:::es)

0, Unclj Ctrl+Alt+U

= 5 Ctrl+Alt+T Shop
& Unst Ctrl+AIt+Z 8- Shop) m
(@ Show index entries Ctrl+Alt+1

[# Share by email Ctrl+Alt+S

[y Download >

= Print »

[y Copyto >

& Move to 5

[ Store automatically Ctrl+Alt+A

Q Repeat Intelligent Indexing Ctrl+Alt+X

i Nolate Del

11  The stapled document will need to be stored again.
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