BoardBook”

Working with Annotations and Highlighting in BoardBook Premier

In this document we’ll go over the steps to add, edit or delete annotations hereafter simply called notes, and
highlighting on attachments. This document contains references to other documents and videos located on
our support page. As always access the support page by clicking on the blue circle with the question mark
(found at the top of the BoardBook page) and selecting ‘BoardBook Help’.

Who can see notes and highlighting?

This document is intended as a guide for BoardBook users interested in adding notes or highlighting to
attachments or other files they are viewing through the BoardBook PDF viewer. Any notes or highlighting
made through this tool will be tied to the user’s account and visible only to the user who added the
annotations or highlighting.

Note for governmental organizations and meetings

For governmental organizations that may be subject to sunshine laws (such as for open meetings or public
information), any notes, annotations, or highlighting you make may be subject to a request for disclosure by
the public. Contact your organization if you have any questions about required or discretionary disclosures in
your state.

The View PDF Screen (Main Header)

Once you’ve opened a file or attachment within the view PDF screen, you’ll see a ‘main header’, and an
‘annotation tools’ header. Let’s look at the main header first.
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The View PDF Screen (Note Tools)

This shows ‘annotation tools’ header with neither the highlight nor note tools selected. This screen will
usually open with the highlighting tool already selected as shown in the next section
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Highlighting Text
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Undo highlighting or

With the highlight tool selected, color options are available for highlighting




Click on a color to select
one of the preset highlight
colors

| & v Bl £

Click the 'down' indicator next to the
selected colorto open a tool bar with
additional highlighting choices

Additional color choices and opacity adjustments can be selected by clicking the ‘down’ indicator next to the
selected color. Note these same adjustments are available for the note icon.
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Adding Annotations (notes)

Selecting the ‘notes’ tool will make notes active allowing you to add notes. This also provide options for
choosing the color of the note icon.

Click within the document where you want to add your note. This will add a note icon as seen below.
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The annotation sidebar will open and you will be able to type in the note area provided.

Note options



Click on a color to select
one of the preset colors for
the note indicator.

Click the 'down' indicator next to the

selected color to open a tool bar with
additional note color choices

These are the additional note icon choices match those described in the highlight section.
Updating or removing existing Highlighting or Notes
Adding a note to, changing the color of or removing a note, note icon, or highlighting can be done one of two

ways:

Clicking directly on the highlight text or note icon produces a toolbar as shown below
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You can also bring up the same options by clicking on the highlight information or note information in the
sidebar
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