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            Using Dropbox links and pdf documents Dropbox Dropbox linked files can be viewed and downloaded by anyone with or without a Dropbox account. Linked files are readonly, meaning users can view and download them, but can't change the content. Adobe – Adobe Reader Adobe Reader software is the free trusted standard for reliably viewing and annotating PDF documents. Reader XI comes with a full set of commenting tools. So you can add sticky notes, highlight text, and use lines, shapes, stamps, and a typewriter tool to place comments anywhere on your PDF document. Using a Dropbox link from Clinco If a scanned set of medical records is requested, the records will be scanned and a pdf document will be created. The pdf document is uploaded to Dropbox and a link is embedded into the end of case email. This email, containing the link, can be forwarded to colleagues and experts, who will be able to download and view the pdf document. Click on the link 
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 Using   Dropbox   links   and   pdf   documents   
  
  
  
  
 Dropbox      
 Dropbox   linked   files   can   be   viewed   and   downloaded   by   anyone   with   or   without   a   Dropbox   account.      Linked   files   are   read-‐only,   meaning   users   can   view   and   download   them,   but   can't   change   the   content.      
 Adobe   –   Adobe   Reader   
 Adobe   Reader   software    is   the   free   trusted   standard   for   reliably   viewing   and   annotating   PDF   documents.   Reader   XI   comes   with   a   full   set   of   commenting   tools.   So   you   can   add   sticky   notes,   highlight   text,   and   use   lines,   shapes,   stamps,   and   a   typewriter   tool   to   place   comments   anywhere   on   your   PDF   document.   
  
  
 Using   a   Dropbox   link   from   Clinco   
 If   a   scanned   set   of   medical    records    is    requested,    the   records   will   be   scanned   and   a   pdf   document   will   be   created.      The   pdf   document   is   uploaded   to   Dropbox   and   a   link   is   embedded   into   the   end   of   case   email.      This   email,   containing   the   link,   can   be   forwarded   to   colleagues   and   experts,   who   will   be   able   to   download   and   view   the   pdf   document.   
  
  
  
 Click   on   the   link   
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Once   you   click   on   the   email   link,   depending   on   which   web   browser   you   are   using,   the   link   may   open   to   Dropbox   viewer.   If   so,   click   on   Download   then   direct   download   
  
  
  
  
  
  
 OR,   if   drop   box   viewer   does   not   open,   the   following   screen   will   be   displayed:
 Select   direct   download   
 Select   Save   as   and   save   the   pdf   to   a   folder   of   your   choice   
 After   selecting   direct   download,   options   to   open   or   save   will   appear.      
 Click   on   save   then   ‘save   as’   
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 Once   the   PDF   document   has   been   saved   or   downloaded,   the   pdf   can   be   opened   
 The   PDF   file   will   appear   as   below.   Double   click   the   file   to   open   OR,   Right   click   and   select   open   
  
 The   PDF   document   will   open.   
  
 Once   your   PDF   document   has   opened,   you   can   select   your   viewing   preferences,   e.g.   single   page   view      
 Click   on   the   ‘View’   tab   and   then   ‘page   display’   and   select   your   preferred   option   
  
 To   access   the   index:   
 Click   on   the   bookmark   icon   on   the   left   hand   side   of   the   screen   
  
  
 The   index   will   open.      Clicking   on   the   index   text   will   open   the   selected   section   of   the   records   
 Click   download   
 Click   on   the   bookmark   icon      
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 Other   useful   PDF   features:   
  
 Zoom:                                           This   box   allows   the   page   to   be   magnified   
  
 Rotate:                                                                                                                                                                                                                                                                                 Rotate   page   (click   ‘View’   tab   /   right   click   mouse)   
  
 Comments:                                                                                                                                          Add   ‘sticky   notes’   to   pages   
  
  
 Save   as...                                                                                                                                                                                                                                 Select   ‘file’   then   ‘save   as’   to   save   the   pdf   document   to   a   folder                                                               
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