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1 Overview

The Active Review Client Portal allows clients to submit documents to a Municipality for review.
Documents can be marked up by reviewers and then sent back to the client for more information.

To submit documents, clients access a web portal provided by SIRE and hosted by the Municipality.
From the web portal, clients can create an account, complete forms created by the Municipality
and submit available document types determined by the Municipality.

Once a client has submitted an item for review, they can login to the portal at any time to check
the status of the item. If more information is needed from the client, an email is sent to them
requesting their attention to the item.

Within the Municipality, SIRE workflow tools are used by reviewers in order to automate the
process. The review process is configured based on the rules of the Municipality. Reviewers have
the ability to view submitted documents, markup the documents should any corrections need to
be made, and use the Brava Viewer to view document versions side-by-side or as an overlay to
validate changes.

The SIRE portal and reviewing tools provide a common environment for all users to share
a common product experience. The SIRE reviewing tools also provide the ability to view and
compare virtually any document format including office documents, images, CAD files and more.



6 | SIRE Version 6.3
Active Review Manual




SIRE Version 6.3 | 7
Active Review Manual

2 Using the Active Review Client Portal

Clients use the Active Review Client Portal to enter information into forms to which they have
access. Before information can be entered into a form, clients must log in to Active Review:

e If the client has already established an account, they can enter their email and password
in the appropriate fields in the login window shown below.

e |If the client does not have an existing account, they must create one in order to log in.

p

SIRE_ _
ActiveReview

Email

Password
l__ Remember Me On This Computer
Login

o Click Here to Create an Account
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Creating an Active Review Account

Before a client can log in to Active Review, they must create an account.

To create an Active Review account:

1.

Select the Click Here to Create an Account link from the Active Review log in screen. The
Account tab appears.

. My Account Information .

= Acoount Name:

Login information

= Ems !l AdOress:

= Pasaword

* B=type Passwoard

Fersanal Information

= Farst Name:

Iliddie initial:

* Last Marme:

Contmct information

= Phone: | || | - Eal. |

Attemate fhone: | || I - Ext |

Address Informetion

* Bddress Line L |

Sddres=s Line 2 |

o Ele' |
* Eroiel Algbama ﬂ
- Zip: ) |

FessCode Image:

Mare: if Charprrans oren T osciphernble olck on IMO9E 10 rerrieve o nEw e

= Fasstoda: |.-"||'.' VIiLiES Qe GOREr cose Choraciers

® Demotes required fislos

POLE” FOr ECCoWT O6 S 00D Valed, Vour Emai’ Searess MUsT be vernTeo.

Type the appropriate information in the required fields (shaded in yellow).

A passcode must be entered upon completion. This code must be in all capital letters.

Note: |If the passcode is not entered correctly, the client will need to enter it AND
their password again.
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4. Click Save Changes. One of two things happen:

e A screen appears indicating that the account was successfully created.

Account Created Successfully

Click here to login and create reviews

Select the Click Here to Login and Create Reviews link. The Login screen reappears
allowing the client to login using the user name and password they created.

e If the Require Email Verification setting is set to true, the account is created, however the
client must verify their email before they can continue

Account Created Successfully

2 In order for you to start using ActiveReview, you must verify your email address.

steps to verify your email:

s Check your email
* Look for an email titled "Email Verficotion for ActiveReview..."
* Click on the “Click here to verify your email address" link

The Client receives an email with a link to log in and verify their email address.

Subject  Emai Venfication for AdneReview @ (SR Chend Name Goes Mest]

Thank vou for creating an account for ActiveReview
This emadl is sent to verify vour amadl address

Click here fo venfy vour emall address

Active Review opens to the Reviews tab.

”iﬁ?:EtiveReview | Reviews ra

(2) ¥ou have 1 review that needs attention. Click here to open review.
§(- ¥ou have 1 review that needs payment. Click here to open review.
Recent Active Reviews [ 8 ] Filter: &
.« 260-Test 3952-2 # HMame Date Started Application Status Action ltems
* 274-asdf =p 274 asdf 4423720012 1:22:22 PM Plandpplication =] Mew
« 269-Test_3593 _ e ; 2
« 283-TEST 3962 1 =p 269 Test 3893 54172011 12:35:07 P PlanApplication e In Progress 5
© 240-Test_3591 =p 260 Test_3962-2 574,2011 1:46:20 PM Planspplication () Needs Information 1
=p 248 TEST 3962 1 5442011 10:33:59 Al Flan&pplication e In Progress
Sabroic =p 244 Test 3891-2 54472011 10:17:55 &AM Plandpplication &3 In Progress
ubmi
= =p 240 Test 3591 54442011 10:13:26 Ak Flan&pplication e In Progress
= PlanApplication 2 o F 2 &)
=p 234 Test 3890 5/4/2011 10:04:45 &0 Planspplication &) Needs Payment
= 232 d 5/4/2011 9:56:28 AN Planspplication &3 In Progress
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Editing an Active Review Account

There may be times in which you need to modify a user’s account.
To modify an active review account:

1. Log into Active Review.

2. Click the Account tab next to the Reviews tab at the top of the page. The Account page
appears displaying all of the information for the logged in user.

SIRE _ ]
r’ ACtlve REVI eW Reviews | Account | LR ARy

3. Edit any of the fields necessary, and then click Save Changes. You may need to scroll down to
see the Save Changes button.

Understanding the Reviews Tab

The Reviews tab allows the client to enter information into any form to which they have access.
These forms are customized by each individual site. The Reviews tab also allows a user to view
previously submitted forms or to take necessary action on any form that has been returned to
them.

Filling Out an Active Review Form
Complete the following steps to fill out an Active Review form:

1. From the Submit section, clients can select any form to which they have access. The forms
are listed in the Submit section on the Reviews tab.

Submit

Plana&pplication

Upon selection, the form opens. Clients complete the form as needed, ensuring that all
required fields (shaded in yellow) are populated.
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2. At the bottom of the form are some options as shown below.

E Finish Later % Spell Check ? Preview | Continue >>

Clients can select these options either while they are filling out the form or upon
completion. These options include:

e Finish Later. Clients can choose this option if they are unable to complete the form in
one sitting. The form is saved and placed in the Saved section on the Reviews tab. The
client can go back to the form and complete it at any time.

Saved

PlanApplication

442542012 W

e Spell Check. Clients can choose this option to perform a spell check on the form.

e Preview. Clients can choose this option to preview the form as it will be submitted to the
site.

e Continue. Clients can choose this option to submit the form to the site. Upon selecting
this option, clients are provided with the opportunity to upload documents related to
this form. The upload may be either required or optional.

Complete this Submittal

1. Upload Files (Required) 2. Submit Review

[d selectFiles Click Here to Finish

Click “Select Files ™ to pick files to upload, ther click
the “Srart Upload™ butkon.

pdf3 pdf Uploaded Files
File Sucesfully received. Ddf3.|:ldf

R TR | pdf2.pdf

pdf2 pdf

File Sucesfully received.

Do the following to upload files:
e Select the Select Files link. Navigate to and select all necessary files.

e Click Start Upload. A message appears indicating that either the upload was successful
or unsuccessful. The files you uploaded display in the Uploaded files section.

e (Click Click Here to Finish to submit the form and all of the attached files.
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When forms are fully submitted, they appear in the Active Reviews section on the

Reviews Tab.
Active Reviews [ 1] Filter: &
# MName Date Started Status
= 1B Traffic Study 7/14f2010 9:44:20 PM = New

Accessing Revised Forms

A form that has been submitted for review to a site can be sent back to the client requesting
more information. When a form has been sent back to the client, a yellow notification bar
appears across the top of the Reviews tab in Active Review indicating that they have reviews
that need attention.

-J!J You have 1 review that needs attention. Click here to open review.

The client can click the link in the notification bar to open the item(s) they have for review. From
here they have the following options:

Option Description

Notes View any notes entered for this item. If the client has permission, they can
also add notes informing the reviewer of any action taken on this item. See
the Notes table entry in the Working with an Item in the Queue section.

MNotes
Date Created By Hote
Taoday & 12:12 PM Reviewers Enter informmation far meeting.
Tasks View any tasks entered for this item. If a file was marked up using the Brava

Viewer, that file also appears in the tasks list. Clients can either click = to

mark this task as in progress or click @ to mark this task as complete. When
clients click the Complete, icon a dialog box appears asking for a reason.
Clients enter a reason, and then click OK.

Explorer User Prompt o - il

o
_ Concel |

Flease enter & reazon for completing this lask
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Option Description

Files Lists any files that were attached to the form. If a file is new, a green N icon
appears (m). If a file has been modified, a red Cicon () appears.

Filas
Folders Files Stz -NoSork = Thumbnail Vierr

-CEEEIITE ¢ fom Chtores v acions
g rese 1 [ @ = sdntcieronmicios ME e evres
i:l'w"w 0 @ = pdmtesswateToToar M@ 2 R

3 1 @ = porzpor o
a 1} @ = parmescrooistinipar m
O @ = rdnaaiwionmact pet [
& 0 @ = pdrapor m 1% kb SF10/2012 9 25AL AM - Réviewers

Other features include:

e |f a new version has been added, a version number appears in the V
column. When the client clicks the version number, they are able to
compare the two (or however many) versions of the file. This feature is
available only if the Enable Viewer in Portal setting is set to true.

Note: Before comparing versions, the client must click the link to the file

so it is open.
j Compare Yersions
File: pdf2ActivePDFIMAGE. pdf
Yersion Date By Compare
3 - Current 5,10,2012 12:14:43 P Reviewers [
2 5,10/2012 11:05:44 A Reviewers [+
1- Original 5A0/2002 52555 AR Fevi evwers {ml

Select navo persions, ther select @ wrethod fo cornpare thers by

Compare Cverlay Compare Side-By-Side Cancel

Clients can do one of the following:

— Select Compare Overlay to place one file on top of the other.
— Select Compare Side-By-Side to place the document versions next to
each other.

See the Using the Brava Viewer chapter for compare and overlay
options.
¢ You can compare two different documents side-by-side or overlay. Select
the check boxes for the documents you want to compare in the C column.

The Compare Files icon ( Es ) appears next to the Thumbnail View option.
Click the icon to compare two different documents side by side or overlay.

e Click Thumbnail View to view the thumbnails for each document. The
link changes to Detail View. Click Detail View to return to the default
view.
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Option Description
Fees Lists any fees that have been paid.
History Shows a history of the form from inception to the present time. From here

you can view the date of an event, who created the event and what the
actual event was.

Application Displays the filled out form that was previously submitted.

Other Actions in the Reviews tab include:

e |nvite Others: Clients can invite others to participate in the review process. Click Invite

Others (‘“‘-"’ Ivite Others ‘). A dialog box appears allowing the client to enter an email address
and note to send with the invitation.

w- [nvite Others to Participate in Review

Email Address

MNote to send with invitation:

=

=2 nvite Cancel
Click Invite to send the email to the potential reviewer.
= Cancel
e Cancel: If clients have permission to do so, they can select Cancel ( ) to cancel the

review process. To enable the cancel button in the Client Portal, the Enable Cancel Button
on Portal setting in SIRE Web Center must be set to true. The name on this button can be
formatted to whatever name you want. Select the Cancel Button Caption setting in SIRE
Web Center to change the name.

Viewing Modified Files

Any modifications made to files appear in the Files or the Tasks list. Depending on the settings
provided by the Administrator, you can either view the files in the Brava Viewer or in whatever
format the file has been saved (pdf, doc, etc).

To view modifications made to files:

1. Select the link for the modified file from the Files or Tasks list. The file opens in the Brava
viewer. Any markups made by the reviewer are shown on the file.

Note: |[If the Brava viewer has not been enabled for the client, the file opens as a
document (.doc, .pdf, etc.).
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2. (Brava viewer only) Click the Compare Versions of this File icon (Iﬁ’ﬂ) to view versions either
as an overlay or side-by-side.

e To view as an overlay, click Compare Overlay. The different versions of the file are placed
on top of each other.

e To view side-by-side, click Compare Side-by-Side. The different versions of the file are
placed next to each other.

If the client has permission, they can modify their source document, and then upload it to the
form and send it back for review.

To upload a modified file:
1. From the Reviews tab, click the Files option.

2. Select the Revise File link. The Add Files dialog box appears.

Add File

[d selectFiles Start Upload
Click "Select Files"to pick files to upload, then click the “Start Upload” button.

3. Click Select Files and select the file you want to upload.
4. Click Start Upload. The file is uploaded and appears in your file list.
5. Click Continue () to send the form with the revised file back to the site.

6. Click OK to confirm the submission.
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Sorting Active Reviews

On the Reviews tab, there are filters located in the upper right-hand corner that can be used to
find specific reviews by sorting them into categories.

+ -
Active Reviews [ 1] Filter: &
v
Select from one of the following options to perform a sort.
Icon Functionality
e Displays non-canceled and non-complete reviews.
e Displays partially reviewed reviews.
“-?r‘: Displays reviews that need information.
-ﬁ-’ Displays reviews that need payment.
= Displays cancelled reviews.
@ Displays completed reviews.

Viewing Recently Added or Accessed Active Reviews

A client can easily locate and view a recently added or accessed review by looking in the Recent
panel located in the upper left-hand corner of the page.

Locate the name of the review that is to be viewed in the Recent panel, and then click to open
the review.

”i ﬂ'é%iveRevieW | Reviews. [N

Recent Active Reviews [3 ] Filter:
40-Sarnple 3 # HName Date Started Status Action ems
39-Sample 2 = 40 Zamples 8/23,/2011 9:42:04 An o New

5-Mew Sample = 39 sample2 §/23/2011 9:48:40 AN ] News
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3 Using the Workflow Tab

The SIRE WebCenter allows you to view your workflow and perform several options on client-
submitted forms. When you log in to the SIRE WebCenter, the Home tab appears and any forms
that reside in your Workflow are listed in your Workflow Queue.

s‘ HEWEhtenter

Home

Preferences Hookrmerks Folder Pecks

SN Simpke Search

Cabinat

| Flan Review -]
Search Tezxt

™ Full Taxt

= Workflow Jueues

Site Davelopmenl Revisw (1]

Accessing items in the Queue
You can easily access items from the queue.
To access items in the queue:

1. Select an item from the Workflow Queues section to open the Workflow tab. When the
Workflow tab opens, all forms submitted by clients appear in the queue list.

- ‘HEWebEenter Logout tet

Hame | Documeriis Workflow Forms | Repors | Reviews
Qut Of The Offica SGatus
1 Queue Itemis)
Bite Development Review (1) Stanis Start Date * Guedge Caption v femName »  Presiois Uagr = Actigna
iﬂ Imm : v o8 TH42010 Technician Site Davelopmant Review

Note: |If the forms do not appear in the queue list, you may need to select the
Inbox folder to open the form(s).
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2. Place your cursor on the form you want to review. A drop-down menu appears.

1 Queue ltem(s)
Status Start Date

H S
o e T W T W

BE  View Running Flow Status
4 Flow History

4 Mark as UnRead
W Take Ownership

3. Select Open Item. The item you selected opens. Any files attached to the form appear in the
Files list.

|] ActiveReview Files

Folders o Files Sort: |-Mo Sort- [~ 2] Thumbnail View
= iSRawewﬂB(") # Name Changes  Size Added C  Modified Revise Actions
[

1] @ cppdiziciivePDFMAGERdf g [ 273 kb 5102012 8:23:53 AM- Reviewers W3 [ 5102012121443 PM - Reviewers [ B Revize file
(a2

2] © cppdileadioolsTEXTpdf [E 15 kh 5102012 8:23:54 AM - Reviewers Y2 [T 51002012 11:08:38 AM - Reviewers [ I Revise e
3] © DpdileadtoolsTEXTpof g [ 338 kb 511002012 8:37:08 AM - Reviewsrs - - I Revise file
1]  Dpozpdt g n] 273 kb 611002012 3:26:41 AM - Reviewars [ml |mi I Revisefie
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Working with an Item in the Queue

The tool bar at the top of the screen allows you to perform several actions on either the form or
any documents linked to the form.

_ ‘j Anglicatiun‘ ‘Tasks‘ ‘_.-J Notes‘

Permissions‘ ‘$$Feﬁ !EHPavmems| ‘bstamns‘ ){“ Histor\r‘ ‘_-4 Etnail Submittar

These actions include:

Option Description

Files Displays any files linked to the form. From here you can open the file in the
Brava viewer (see Using the Brava Viewer chapter).

Files Sort:[-No sort- =] 2] Thumbnail View
# Name Changes Size Added v C Modified Revise Actions
1] @ =ppdizpd § nfc] 273 kb HIHZ011 10:34.02 AM - kjurek@siretechnalogies.com Y2 [T 542011 10:46:37 AM - Reviewers [ B Revise e
2] @ ppdapsi g [ 19 kh 542011 10:34:03 AM - kjureki@sirelechnologies.com [} - B Revize e
3] © Dpdpet [ 273 kb 51402011 10:34:05 AM - Kjurekgsiretechnologies.com - r B Revisele
1] © poeper § [ 16 kb 6412011 10:34:06 AM - Klurek@siretechnalogies.com - [l B Revisefle

You can also view:

e The name of the file

e Whether any changes were made to the file: o - new, & = changes
made

e The file size, the date it was added and who added it

e The version number

e Two different files side-by-side or in overlay

¢ The date of any modifications made on the file

Click to place a check in the Revise check box to allow the client to revise
the file in Active Review. You can also click the Revise File link to upload a
new version of the file.

Application Allows you to view the form.

(Can be Named

Differently) Plankumber |239 |
Submitter |kjure|< |
Date [=5ystem Date™ |
Plan Mame |Test_3893 |
Developer |asdf |
Subdivision | |
Motes ;I
Status IM,

On the bottom of this screen you have three status options:

e Accepted. Indicates that the form has been accepted.

e Rejected. Indicates that the form has been rejected.

e More Information. Sends the form back to the client. They can then
make any necessary changes and resubmit for review when complete.
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Option

Description

Tasks

Allows you to view or create any tasks for the queue item.

Task Deseriptor: | [

Action Date Created By Edit Description Status Completed Delete
A472011 1:22:30 PM Reviewer y azdf =] >
‘esterday @ 4:01 P SIRE - Karl Jurek 5; kTest = x

To create a task, enter a task in the Task Description field and select

Click B d to add tasks that are assigned on a
regular basis. If common tasks do not exist, you can create them. To create
a common task:
1. Click the Create a Common Task link.
Enter a Category in the Category field.
Enter a Reference ID in the Reference field.
Enter a description of the task in the Description field.
Enter a URL if applicable.
Click the Create Link. The common task is created.
7. Click Add Link to add the task to the task list for an item.

Once you have created tasks, click i to close

the list of common tasks.

ouswWwN

Notes

Allows you to view or create notes for the queue item.

. |Hotes < Add Mote

Date User Hote Edit Delete Public
4252012 2:09:48 PM Kjurek Revise inforrmation and move to next step / >

To create a note, click the Add Note link. Enter your note in the text box,
and then click Save. If you created a note, you will have the ability to edit
or delete the note as needed. You can also set the note as Public which
makes the note visible to applicants in the Active Review portal. Click the

grey button to make the note public. It turns to a green check mark (@ ).

Permissions

Allows you to set permissions for the client to do certain activities within
Active Review.

I:B Folder Permissions L] File Permissions . | Mote Permissions
¥ Add Folders ¥ Can Add Files ¥ Can Add Motes
I Arrange Folders ¥ Can Arrange Files
¥ Rename Faolders ¥ Can Move Files
¥ Delete Folders ¥ Can Delete Files

From here you can set:
¢ Folder Permissions
¢ File Permissions

e Note Permissions

Fees

Allows you to see any fees that have been assessed.
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Option Description
Payments Allows you to see any payments that have been made.
Stamps Allows you to place a stamp on multiple pages in a document in one step.
& hctiveReview Stamping
Step 1: Step 2: Step 3
Layer: |Clerks Annotations 'l Folder Filename | Pages
Stamp: m V= = pdizActiveP DF IMAGE.pdf 1-1
o pdfileadtoolsTEXT.odf W 1-2
Prompts: £ pdf2 pdf Mot Converted
Text Stamp Preview: o pdf3.pdf Mot Corverted
P pdfileadtoolsTEXT.ndf W 1-4
Ep pdf2aotivePOFIMAGE pdf ¥ 1-1

To perform a multiple batch stamp:

1. Select a layer to which you want to apply the stamps from the Layer
drop-down list.

2. Select the stamp you want to use from the Stamp drop-down list.

3. Either select the check box in the Folder column to activate all
documents, or select the check box next to the document where you
want the stamps placed. The number of pages in each document
appears in the Pages column.

4. Type the page numbers where you want to place the stamp.

5. Click Create Stamp. The stamp you selected appears on the
appropriate pages in the document.

Note: When viewing the pages in the Brava Viewer, but sure to select
the correct layer.

History Allows you to see the history of this form from inception to the current date.
1) ActiveReview History
Date Created By Event
Today @ 1:28 PM Suhbrmnitter File Revised : pdf2 pdf
Today @ 1:28 PM Subrnitter File Revised : pdfaleadtoolsTEXT pdf
Today @ 1:28 PM Submitter File Revised : pdfileadtoolsTERT pdf
Today @ 1:28 PM Subrnitter File Revised : pdf2Active PDFIMAGE . pdf
Today @ 1:25 PM Submitter Task Completed

Email Submitter | Allows you to send an email to the submitter of the form.
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Once you have performed any necessary tasks on an item in your queue, select the Application
button.

Select a routing option (see Application in table above) from the bottom of the form, and then
click one of the following options at the bottom of the screen:

Take Ownerchip m m Check Spelling Save B Continue >> Save B Next [tem >>

e Take Ownership. Allows you to take ownership of the form. The button changes to Relinquish
Ownership allowing you to give ownership back to the client.

e Reset. Resets the form to it’s original state.
e Check Spelling. Runs a spell check on the form.

e Save & Continue. Saves any information modified for the form (files, notes, tasks, etc.) and
sends the form back to the Client.

e Save & Next Item. Saves the item and opens the next item in the Workflow Queue.

Note: | When the workflow process is complete, the files are placed in SIRE EDMS for
storage and management. Once placed here, SIRE EDMS functionality is available
such as retention, searching, and maintenance.
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4 Using the Brava Viewer

The Brava Viewer enables you to electronically mark up a document, and then send it back to a
client for review.

Opening the Brava Viewer

1. Access the viewer by selecting a link for a document listed in your workflow. If this is the first
time you are using the Brava Viewer, you will need to download the Brava ActiveX control. If
this is not the fist time the Brava Viewer has been used, skip steps 2 and 3.

Fles  sorg[mosore =] @) D
# Name Changes  Size Added ¥ C Modified Revise Actions
1] Q@ cbporzactvePDFMAGEpY g [IE 15 Kb 5102012 823153 AM - Reviewers VZ [T (1072012 11:05:44 AM - Reviewsrs [ B Revise file
2] Q =D pomlesdionlsTEXT oo oE 15 kb 5 /2012 8:23:54 AM - Reviewers VZ [T 51072012 11:06:38 AM - Reviewers r & Revisenle
3] @ =»opdrzpdl [N] 273 kb S10/2012 9:25:47 AM - Reviewers r [ B Revisefils
2] © oppoElesooisTEXToer & [ 330 ko 5102012 8:37:08 AM - Reviewsrs = = @ Revisenie
5[] © =DoporzActivePDFIMAGE.pdf g [ 30 kb 5002012 8:37:08 AM - Reviewers r - B Revisefile

2. Click on the yellow toolbar and select Install.

/2 SIRE WebCenter: Review Yiewer - Windows Internet Explorer

&l This wabsite vwants to instal the following sdd-on: BravaChentwrapper.cab’ fram Tnformat

3. If a Security dialog box appears, click Install.

Al Explieres - Securily Warineg

[ o want to install thiv software®

Fpme O & SC RO TSR Cal
Prusblichur =

(%] more gpeions L groear | [ portinea |

L e P Fronm bhes Iresveet o5 b csefid, thes fbs bype con poterdisly Fusien
your comgnter, Crdy inatall soPtusins fraen pubshihens vou trust Wihat'y e rigk?
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The Brava Interface

Before using the Brava interface, familiarize yourself with the toolbars and options available to
you.

Active Review File Options

The following file options appear across the top of the viewer:

Option Description
Document Version | Lists the versions of the document displayed in the viewer.
| pdf1RoboPDFTEXT pdf V2
Open File List Opens a list of files attached to a review.
1
'd Folders Files Sort: | -No Sort- j Thumbnail View
-[ReviewEE ] % Name Changes  Size Added ¥V C Modified
(]} test 1) € o npdfEleadionlsTEX T ol g [ 339 kb 5712012 6:37:10 PM - Klurek@siretechnologies.com r
2[) @ ohodiRobaPOFTEXT Rt ¢ [ kb 6702012 6:37:11 PM - kurek@siretechnologies.com r
3] @ b pdizactivePDEIMAGE pdf g [ 30 KL 5712012 83711 PM - Kurek@siretechnologies.com r
Compare Ver- Allows you to compare the different versions of the file if any other ver-
sions of this File | sions exist. From here you have the option to view files as an overlay
|§’E-] or side-by-side.
Show Tasks Displays any tasks related to this review. You can also add tasks or view
F—‘ﬂ any common tasks.
!

Task Description:

Matasks have been created

Markup Layers Opens the layer list from which you can select the layer you want to
e

e edit. Upon clicking OK, other Brava toolbars appear. See the following
sections for a description of each toolbar.

Edit Layers
e Layer Mame User Date Modified Delete
8 Karls
“ Bobs
@ Clerks Annotations
“ Marging
Wiew Layers
[ Layer Mame User Date Modified

Select the layers yvou wouwld ke to load and then one that vou wouwld like to edit

m Cancel
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Brava Toolbars

There are several toolbars available that allow you to mark up and view the document as
needed.

General Options

General options allow you to save, print and select elements within a document.

Option Description

Markup Allows you to access commands allowing you to mark up files. From here
you can create a new markup file, open a markup for edit or review and save
a markup file.

Markup Save | Allows you to save the current markup to the markup directory.

Print Allows you to print the markup document. Upon selection, several options

E appear:

e Print: Contains standard print options. Select the appropriate options
and click Print to print the document.

e Print Region: Allows you to print one area of the document. When you
select this option, you are able to draw a rectangle around the region of
the document you want to print. Select your region and then click Print
from the print dialog box.

e Watermark/Banners: Select this option to add watermarks to your
document. A listing of possible locations appears. Select a location and
then type the wording you want to appear in the watermark. Click OK.
The watermark appears on the document.

Select Allows you to select text in a document to copy.
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Markup Options

Depending on which option you choose, a toolbar appears allowing you to annotate, redact,
measure and publish information.

Annotate Redact - Measure -~ Publish
Option Description
Annotate Options

Select

Allows you to select an intelligent object and activate changemarks.

Arrow Pointer

Allows you to draw an arrow on the document. You can then click and drag
the arrow to the appropriate location within the document. Format the arrow

ra using the formatting options available on the Markup Properties toolbar.
e
Text Allows you to add text to the document. Upon selecting the icon, a rectangle

appears. Size the rectangle to the height you want, and then enter your text.
You can then drag the text to the appropriate location within the document.
Format the text using the formatting options available on the Markup

Properties toolbar.
g

[F] = |ENE]

Image

Allows you to add images (.jpg, .bmp or .png) to the document. Click the
icon, and then click Browse from the Markup Properties toolbar to select the
image you want to insert. The image is placed into the document. You can
resize the image and move it to the location you want within the document.
Format the signature using the formatting options available on the Markup
Properties toolbar.

Signature.l:ump j Browse Eﬁ'ﬁ

Add Stamp

L
B

Allows you to add a stamp template to the document. Note that this icon is
inactive unless Markup Templates have been created. The stamp template
is a group of markup entities that have been defined as a single unit. All
elements of the template are resized and moves as one entity and cannot
be edited otherwise. Color, content, and other elements are defined by the

author when a stamp template is created and saved.
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Option Description

Annotate Options (cont.)

Changemarks | Allows you to add more information about a markup you made in the
document. You can place the change markup where it’s needed in the

1 document and then add any applicable text. Click the arrow to view more
changemark options.

You can review all changemarks by selecting the Markup icon ( @I ) from the
tabs on the sidebar.

Cloud Allows you to add either cloud or polygon shapes to the document. Use these
= shapes to highlight a specific area of the document. Click the arrow to view
{ more cloud options.

Sketch Allows you to draw freehand shapes. You can select either shapes or filled
in polygons. Select the line type and/or the fill for the polygons from the
Markup Properties toolbar. Click the arrow to view more sketch options.

You can format the sketch using the options available on the Markup
Properties toolbar.

B

Line Allows you to draw one of several types of lines in the document. Select the
arrow to choose the line type you want and use it to mark up the document.

Rectangle Allows you to draw rectangles and other shapes within the document. Click
the arrow to view more rectangle options:
]

You can format the rectangle tool using the options available on the Markup
Properties toolbar.

= - GEER 4| Eid | —| .~

Strikeout Allows you to strikeout, highlight and underline text within the document.
n Click the arrow to view more strikeout options.
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Option

Description

Redact Options

Redact Area

Allows you to place one or more rectangular covers over sensitive or
confidential areas of a document to block certain portions from being
viewed.

Redact Text

Allows you to highlight and redact specific lines of text.

Allow Area
(inside redac-
tion)

Allows you to cut away areas of an unpublished redacted rectangle that you
would like to reveal and make visible.

Redact Privacy
Info

i

Allows you to quickly locate and redact sensitive information commonly
found in documents and forms.

Find Redact
20

Allows you to run a command that finds and redacts multiple instances of a
common word or phrase simultaneously.

Find Redact
From/To

Similar to Find and Redact, this allows you to specify a range of text to redact
by entering a start and end search pattern.

Redact Us-
ing Script(s)/
List(s)

Allows you to run a command to find and redact a predefined list of phrases
or redaction scripts in one action.

Redact Page

Allows you to redact an entire page or specified pages.

Measure Options

Measure Line

Allows you to draw a line on the document and receive measurement values
for that line. The values display in the Markup Properties toolbar.

Select the Snap check box to turn off the snap-to-grid option.

Measure
Polyline

Allows you to free-draw a shape and then receive measurement values for
that shape. The values display in the Markup Properties toolbar.

Select the Snap check box to turn off the snap-to-grid option.
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Option

Description

Measure Options (cont.)

Measure
Polygon

s

Allows you to draw a polygon on the document and then receive measure-
ment values for that polygon. The values display in the Markup Properties

toolbar.
[ T

Select the Snap check box to turn off the snap-to-grid option.

Snap

Measure
Rectangle

Allows you to draw a rectangle on the document and then receive measure-
ment values for that rectangle. The values display in the Markup Properties

toolbar.
1 in 1 in 1 s.in 1 ¥

Select the Snap check box to turn off the snap-to-grid option.

Shap

Measure Allows you to draw a circle on the document and then receive measurements
Circle values for that circle. The values display in the Markup Properties toolbar.
.n in -3 in M1 % in 2: 3 s

Select the Snap check box to turn off the snap-to-grid option.

Measure Allows you to count items on a document. Each time you click the mouse

Count on an item, a check mark is placed on the document and a tally is kept in the

Markup Properties toolbar.

Publish Options

There are several publish options.

Select the option you want in order to publish your document. Options include:

e Publish to PDF: This option publishes the current file (including markups) to a PDF format.

e Publish to TIFF: This option publishes the current file (including markups) to a TIFF format.

e Publish to CSF: This option publishes the current file to a secure CSF format with
encrypted visual rights. CSF is a neutral 2D format that is a replica of the source file and
includes images, graphics, layout, and more. CSF files published with Brava Enterprise can
be opened in Brava Desktop or the free Brava Reader.

e Save Current View as JPG: This option saves the current view as a JPG file. This captures
the display window as a screen capture and includes all visible elements (markup entities,
magnifier window, measurement indications, etc.).

Publish ta PCFE Ckrl+-Shift+D
Fublish ta TIFF Ckrl+5hift+T
Publish ta CSF Chrl4+-ShifE+k:

Save Current Wiew as JPG  Chrl+3hift+3

View Options
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View options are located on the bottom of the screen. These options allow you to zoom in or
out on a document, magnify areas of a document and rotate documents.

Option Description
Rotate 90 Allows you to rotate the image in 90 degree clockwise increments.
b'l

Fit All Select Fit All to zoom the image to 100% so the full image displays in the

E Brava Viewer.
Fit Width Select Fit Width so that the entire width of the image appears in the window.
Zoom In/ Move the slider to zoom in or out on the document.
Out Slider
Pan/Zoom | Allows you to maneuver in an image when you are zoomed in.

Zoom Window

Allows you to zoom in and out (hold down the right mouse button and move
the mouse up and/or down) or to zoom to an area of the document by dragging
a box around the desired display area.

Magnifier

Allows you to magnify portions of the document as you drag the mouse over
text within the document.

Other Options

There are other options available that allow you to access help, locate items within documents
and view other pages of the document.

Option

Description

Brava Help

Launches the Brava Help files.

Search Text

Allows you to search within the document for text and images. You can use

| wildcards and macros. You can also search up, down, and match cases.
Change Allows you to change the background color of file types with transparent
Background | background colors, such as monochrome raster or vector types to black,
Color white, or gray.
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Option

Description

Page Control
119 = »

Allows you to navigate through the pages of your documents. Use the arrows
to move forward and backward through the document.

Task Pane

The Task Pane can be toggled open or closed by selecting the pane arrow (H) located on the right
side of the Brava viewing window. The Task pane includes the following options:

Option

Description

Page Thumbnails

This panel shows the pages of the currently opened file as small

@

EI thumbnail images that can be clicked. An exclamation point appears on
pages containing markups.
Bookmarks This panel lists any internal bookmarks contained in the document being
,{?I viewed. You can click a bookmark to go to that location in the document.
Changemarks This panel lists changemarks made in the document. You can view

changemarks by title, author, or date. You can also copy changemarks
and then paste it into a Microsoft Word Document.

I+—+]

Verify Redaction | This panel allows you to run the verify tool on a redacted document. This
Panel manually checks and adjusts the accuracy of each redacted area that
¥ has been set on the document before you finalize the redaction through
publishing.
Takeoff Panel If a markup layer contains takeoff entities, they can be reviewed in
[#] the measurement takeoff panel. The takeoff panel will contain a list

of categories that have been defined for the drawing along with the
accumulated values for those measurements as area, length, or count.
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Marking Up Documents with the Brava Viewer

Documents can be marked up with the markup options described in the Brava Viewer markup
Toolbar as described in the table above.

1. Click Open Markup Layers (Hh‘f"). The Layer List appears with a list of any existing layers.

[ Layer Mame User Date Modified Delete
© Global
r Bab
C Jim
\iew Layers
| Layer Mame User Diate Modified

Select the layers you would like fo load and then one thal pou wowld like fo edlif

o [l coc

2. Select the applicable layer from the Edit Layers list, and then click OK. The Brava Markup
toolbar appears.

3. Markup the document as needed.

4. Upon completion, click Markup Save ( L}ﬁ) to Save the changes, and then close the Brava
Viewer.
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Deleting a Layer

Users have the capability to delete a layer and all of its associated mark-ups that have been
placed on a document.

1. Access the viewer by clicking the link of a document listed in your workflow. The viewer
appears with the document displayed. If the document is already open skip to step 2.

'Atﬁnﬂnﬂw !pmnnmwpu_ﬂ-l. ﬂ:.;_,
FHSEZ LIOEE Arsrunag e

EINE Peppeimcticd Depver G (g0 o teads

Thu s decam rm i I presiln pes v o 1 rerEsrsdnd Ko o ks desi s 5ol a
o i ol T o g B bl i e o] i W ] B e i
il rirm eaes = erkr e Brip v v ed pes B reapEree i me

Ugremeyrmled barver SgreBysiiem

Prwaumr | [lasd teie | 7 00 progessn
Almmary: 52 A0 B hpplases Tene bimemey mevmey shisnd o for Daosbea K
e
GWerege Y Mvmes of (300 droge Poe limbsr Lo | sparre bl
Bevuia [ O D R Rl Ry ey ki i b P i s b i
o gured wmh WADH Beva) 8 remdua I ;'l I!H =
e W finfe o R o U il i [ s
o ¢ Hogi ool Balre asac
v Blraa 0 i o ol Wiad 200 dRosared Bv AT Agouli Pk LRI _'F | (e
5 Elrmasfi Ve TRE | Roparrd B SFE Worli Pl

P L S FEETR T TN
b =i | ems b ds smbasiars o i dee ke o dbe gy

il
WEmRQI el o Ilrl!

2. Click Open Markup Layers ( i ). The Layer List appears with a list of any existing layers.

Edif Layers
] Layer Mame User Dale Modified Delste
= Global
L Bob
[ ] Jim
i Bob tach B2472011 2:228:25 PM >
View Layers
[ Layer Name User Date Modifled
[ Eob tech BR242011 2:28:25 PN
Belect the layers you would like o load and then one that you would like to edif
[ o« [ concel |

3. Select the applicable layer from the Edit Layers list, and then click the delete ( }() icon. All of
the mark-ups associated with that layer are removed from the document.
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Sending Markups Back to the Client

Once the markups have been saved, you can send them back to the client for review.

1. From within the Workflow click the Application Button. The form appears.

sm RE S

Home | Documents | Workflow | Eorms | Reporting Sves | Reviews | Administratar

s Out Of The Office
[Fuetie Nem: Technician _ ‘_'l Application | |@Tasks | |J Motes | ‘E} Permissions ‘ |$$Fees | |';'_'1Paymems ‘ )(‘ H\stur)[| |J Ernail Subrmitter
|_] ActiveReview Files
Folders i Files Sort: I-No sort- 5l
-| Review B (1) # Name Changes Size Added
[iTech user 1] 9 =1 page-text document pof g | 9kh 8233011 2:01:15 PM - Ipacinig@siretechnologies com

2. Scroll to the bottom of the form, and select the More Information routing option.
3. From the bottom of the screen, click Save & Continue. The form is sent back to the client with

the marked up file attached.

Comparing Documents

You can compare documents in the Brava Viewer, either side-by-side or as an overlay. To access
the compare documents feature:

e Select a version of a document from the Reviews > Files option in Web Center (if more than
one version of a document exists).

e Select two different documents by placing check marks in the C column in Reviews > Files
option and Web Center, and then clicking the Compare Files icon.

To compare files in the Brava Viewer:

1. Open the files you want to compare as described above. The Brava Viewer appears with
both documents displayed.
2. Use the toolbar at the bottom of the Viewer to view the document. Options include:

55 0003 HE HOE | [—A———]]| 8 | &

Option Description

Overlay Select this option to view side-by-side documents in overlay mode in-
stead.

Overlay Differ- | Select this option to view the differences between the documents when
ences you are in overlay mode.
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Option

Description

Side-By-Side

Select this option to view overlay documents in side-by-side mode in-
stead.

Text Compari-

Select this option to view a comparison of the text in each document. If

son there are no textual differences, a message box appears indicating that
there are no differences in text.
Open File Select this option to open only a single file.
(only)

Compare File

Select this option to return to compare file mode.

(only)
Additions Select this option to highlight any additions made to the document in
E green.
Deletions Select this option to highlight any deletions made from the document in
red.
Unchanged | Select this option to view any text that has not changed.
Dynamic Slide the slider to view the changes in grey on the document.
Changes
Text Compare | Select this option to either save the documents to file or to email as an
Report attachment.

Publish Option

& Save ko fils

 Email as attachment

Zancel |

Nudge Align-

ments
t

e

1

Select this option to nudge the alignment of the documents. You have
the following options to choose from:

Chrl + Left Arrow
Ctrl + Right Arraw
Chl + Up Arraw
Chrl + Dovin Arrow

Mudge Left
Mudge Right
Mudge Up
Tudge Dowwn




36| SIRE Version 6.3
Active Review Manual




SIRE Version 6.3 | 37
Active Review Manual

5 Administrative Tasks

The Reviews tab in the SIRE WebCenter allows you to perform several administrative functions.
These functions include:

e Searching for information in reviews
e Maintaining Active Review accounts
e Setting user permissions

Administrators also have the ability to install the following applications:

e Bravaviewer
e Net-It application

Searching for Information in Submitted Reviews

Select the Reviews tab to perform a search for information on any reviews submitted to the SIRE
WebCenter.

Teut: | |
Date: | i1 |z
Account: | |v|

™ = Mew [ & InFrogress
Status: [T 2 Need Information [ &3 Rejected

- [T = cancelled I~ & complete
I~ % Need Pavment I~ @ Partial Review
[FIEarC g etIears

To perform a search:
1. Enter any of the following information:

Text. Enter text that appears in the review you are searching for.

Date. Enter a date range to locate reviews submitted in a specific time period.

Account. Use the drop-down arrow to select the account that submitted the review.
Status. Select the status of the review from the options available. Options include New,
Need Information, Cancelled, Need Payment, In Progress, Rejected Complete, or Partial
Review.

2. Click Search. Any reviews that meet the criteria you established appear in the Reviews tab.

3. Click Refine Search to change your search parameters if necessary.
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Maintaining Active Review Accounts

The Accounts tab allows you to maintain information for accounts entered into Active Review.

B
Despraying 1/ 4 Accoundis)

¢ Acoomt Mane 'T%' Chear Filtes

Accisnt Kame = Cwmad llame v [mall  Prone v  Address - Verw Rearws Foant Pasywon

. ey T 1122 W ain 51 .
Tachnician Smim John et giboece npl L PR Fa ] Aeiewn, UT BAT44 e Ry frasm

AECOEEGHIJELMUOESESTUXWEYEL Shisws

From the Accounts tab you can:

e Select View Reviews to access any reviews submitted by an account. Any submitted
reviews appear on the Reviews tab.

Note: [ The reviews do not open in Workflow, so there is no Workflow functionality
on this tab. You can see any submitted item regardless of whether it is sitting
with the client or not. When viewing reviews in the Workflow tab, you can
only see items that are actually in your queue.

e Select Reset to request the password for the account be changed. A dialog box appears

confirming that an email will be sent to the client with a new password.

Working with Common Tasks

The Reviews > Common Tasks tab allows you to view, create, edit, and delete Common Tasks that
will be used in Workflow. See the Working with an Item in the Queue section of this manual for

details on working with Common Tasks from within the Workflow.

i WebCenter 6.0 Logout]
SIRE :

Home | Docuraents | Workflow | Forms | Betention | Reporting Swes | Media | Boards | Reviews | Adrministrator | Agenda Admin | Workflow Adrmin

ommon Tasks @ Creale a Common Task

¥ Type here to filter the common task list: [ ]C\eav Filter
Category Reference Description Edit Delete
Fees 0002 Please remit all reguited fees Ar X

Creating a Common Task

To create a common task:

1. Click the Create a Common Task link.

2. Enter a Category in the Category field.

3. Enter a Reference ID in the Reference field.

4. Enter a description of the task in the Description field.
5. Enter a URL if applicable.

6. Click the Create Link. The common task is created.
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Editing Common Tasks

To edit common tasks:

1. Click the Edit ( E‘? ) icon to the right of the Common Task that needs to be edited. The fields
of the Common Task become editable.

2. Make any necessary changes to the Common Task and click the Save (m) icon. All of
the changes are saved and you are returned to the main Common Tasks screen.

Deleting Common Tasks

To delete common tasks:

1. Click the Delete ( }() icon to the right of the Common Task that needs to be deleted. A
message appears asking if you are sure you want to delete the Common Task.

2. Click OK. The Common Task is deleted and you are returned to the main Common Tasks page.

Filtering Common Tasks

Common tasks can be filtered by entering anything that is contained within the Category,
Reference, or Description fields of the Common Tasks in the Filter field. Only Common Tasks
containing the data added to the Filter field are displayed.

Fees and Categories

The Fees and Categories tab allows you to determine the fee categories and their specific fees to
be used within Active Review.

s@ HE WebCenter 6.0

Home | Documents | Workflow | Forms | Retention | Reporting Swes | Media | Eoards | Reviews | Adrninistrator | Agenda Admin | Werkflow Sdmin
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Edit Fees # Category v Description v Code
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Adding a Fee Category
To add a fee category:

1. Click the Add Category link. The Add Category window appears.

+ Add Category

Categorny

Description

Code

v el

2. Enter the category name in the Category field.
3. (Optional) Enter a description in the Description field.
4. (Optional) Enter a code in the Code field.

5. Click Save. The newly created Fee Category is listed on the Fee Categories page.

Editing a Fee Category

To edit a fee category:

1. Click the Editicon ( ﬁ ) to the left of the Fee Category you want to edit. The Edit Category
window opens.

SIRE
Home | Documen ts | Workflow | Forms | Retention | Reporting Sucs | Media | Boards | Reviews | Administrator | Agenda Admin | Workflow Admin
Accounts  Common Tasks [FYNARSR et o Setfings

Fee Categories o Add Category

Edit Fees # Category ~ Description ~ Code

& 8§ DDEFAULT

& 8% 1 Application Fee 1123

& 8§ | 2Pracessing Fee 4567

2. Make any necessary changes to the Category, Description, and Code fields.

3. Click Save.
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Deleting a Fee Category

To delete a fee category:

1. Click the Delete icon ( }(.)to the right of the Fee Category you want to delete.
E WebCenter 6.0 Logout admin o
sw R Home | Docurnents | Workflow | Forms | Retention | Reporting Sves | Media | Boards | Reviews | Administrator | Agenda Admin | Workflow Adrmin
FEECaIEuuriEs - © Add Category .
Edit Fees # Category ~ Description ~ Code ~ Delste
Z §§ | DDEFAULT x
#  §5 | 1npplication Fee 1123 x
Vi 2 Pracessing Fee 4567 X
A dialog box appears asking if you really want to delete the Category.
\3/ Are you sure vou want to delete this cateqary and all of its fees?
Cancel |
2.

Click OK. The category is removed from the Fee Categories page.

Adding Fees to a Fee Category

To add fees to a fee category:

1. Click the Edit Fees icon ( 55 ) to the left of the Fee Category to which you want to add a fee.
The Fees page appears.

s m HE WebCenter6.0
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2. Click the Add Fee link. The Add Fee window appears.

+ Add Fee

Suhcategory

Description

Lnit Type

Rate

Minirmurm Amaunt

Details

vl e

3. Enter a name for the fee in the Name field.

4. Choose or enter a subcategory in the Subcategory field. Each time a new subcategory is
added to a fee, it is made available to choose from the drop-down list of other fees.

5. Enter a description in the Description field.

6. Choose a unit type from the Unit Type drop-down field. The choices for this field can be
configured by the Administrator on the Settings page.

7. Enter arate in the Rate field.
8. Enter a minimum amount in the Minimum Amount field.
9. Enter any necessary details in the Details field.

10. Click Save. The new fee is saved and appears on the Fees page.
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Editing a Fee

To edit a fee:

edited. The Fees page appears.

sm HE WebCenter60

Click the Edit Fees icon ( 55 ) to the left of the Fee Category that contains the fee to be

Ccoounts
Fee Categories
Edit Fees # Category

& 8§ | 0DEFAULT
& 4% 1 Application Fee

& 4% | 2Processing Fee

= Add Category

Fees and Categories [REEAUEEE

Home | Dacuments | Workflow | Forms | Eetention | Eeporting Sves | Media | Boards |
Comman kS

~ Description

| Administrator | Agenda Admin | Workflow Admin

> Coide

1123
4567

2. Click the Edit Fee icon ( 5;’ ). The Edit Fee window appears.

Mame
[pefault

/ EditFee X

Subcategory

Diescription

Lnit Type

[Per Unit

Rate
$0.00

Minirmurm Amaunt

$0.00

Details

Save

3. Make any necessary changes to the Name, Subcategory, Description, Unit Type, Rate,
Minimum Amount, and Details fields.

4. Click Save.
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Deleting a Fee

To delete fees:

1. Click the Edit Fees icon ( 55 ) to the left of the category that contains the fee to be deleted
The Fees page will open.

su RE WebCenter 6.0

Home | Documents | Waorkflow | Eorms | Retention | Eeporting Sves | Media | Boards | Reviews | Administraror | Agenda Admin | Workflow Admin

Logout adrin e

DEFAULT: == Back To Cateqories

Fees < Add Fee

Edit # Name = SuhCategory ¥ Description ~  Unit Type ~ Rate *  Min Amount = Details ¥ Delete
/ 0 Default Per Unit §o.00 None x

2. Click the Delete icon ( }() to the right of the fee to be deleted. A dialog box appears asking
if you want to delete the fee.

Message from webpage = |

\‘5) fre yol sure you want ko delete this Fee?

: Caricel |

3. Click OK. The fee is removed from the Fees page.

Setting User Permissions

User permission are set up from the Settings page. These permissions apply to the Active
Review application and allow you to set up settings for users and server access.

To set up user permissions:
1. Login to the SIRE WebCenter, and then select the Reviews tab.

2. Click the Settings link under the Reviews tab. The current list of settings appears. The following
table provides a list of the settings and a description for each.

sm HE WebCenter 6.0

Reviews

Accounts  Comrnon Tasks  Eees and Categories Settings
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Setting

Description

Cancel Button Caption

Allows you to change the name of the Cancel button on the
Active Review portal.

Cancel Prompt

Allows you to configure the message that appears on the
cancel message when you cancel a review.

Continue Button Caption

Allows you to change the caption on the Continue action
in Active Review for an item that has been submitted to
the client for more information. Enter the name you want
for the button in the Setting Value text box.

Default Folder Structure for
Review

This setting is used to establish folder layers to organize
files. Various users or steps can place files within various
folders to organize files associated with an application.
Once these folders are set up, users can see these folders
in the workflow queue, place files within these folders and
view files contained in the folders.
To create the folders:

1. Click the Add Folder icon.

2. Enter the folder name in the User Prompt screen.

3. Once a folder is added, there are various functions

available, such as delete, move up, and move down.

Default Tab in Portal
(0=Notes, 1=Tasks, 2=Files,
3=Fees, 4=History)

Denotes the default tab the client sees when they are in
the portal.

Default Tab in Workflow
(O=Files, 1= Form,
2=Tasks,3=Notes)

Denotes the default tab a user sees when they are in the
Workflow tab.

Enable cancel button in
portal

Set to True/On/Yes to add a cancel button to the Reviews
tab in the Active Review portal. Set to False/Off/No to
remove the button.

Enable Preview button in
Forms

Enables the Preview button at the bottom of the form
being submitted through the portal.

Enable Viewer in Portal

Set to True/On/Yes to allow clients to see markups on
documents using the Brava Viewer. Set to False/Off/No to
allow the document to open in it’s normal format (.doc,
.pdf, etc.) only.

External URL

Set the external URL for access into the Active Review
portal.

External URL to server

This setting is used only when Net-It is used. Enter the
path to the server where Net-It was installed in the Setting
Value text box.
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Setting

Description

Fees: Unit Types

Lists the options that are available when configuring the
Unit Types of a Fee Category.

Files types to allow as
attachments

Determine which file types to allow as attachments. Enter
each file type separated by a comma. Examples include
pdf, tif, dwg, etc.

Form Tab Name in Workflow

Denotes the name of the Form Tab in the workflow.
Application is commonly used.

Full Server license name

This is the name of the license from Informative Graphics.
Use the default value unless otherwise instructed by SIRE
Technologies.

List of available Forms

Enter the forms that the client can access to enter
information and then submit for review.

List of forms that don’t
require file uploads

Enter the forms that do not require a file upload before
submitting for review.

Organization Name

Enter the name of the organization to which the client
is logging in to submit a form. The organization name
appears on the login screen.

Path to SIRE APP
ATTACHMENTS

This path remains blank unless the viewer server resides
on a different machine.

Payment Configuration

Used to configure payments taken by credit card.

Publishing Server URL

Enter the name of the server for publishing the marked up
files.

Publishing: IP Address of
Application Server

Enter an IP address for an application server if there are
multiple IP addresses on the server.

Publishing: Port of
Application Server

Enter the port for the application server used for
publishing marked up files.

Publishing: Working Folder

Enter the path for the working folder for marked up files.
The path must be to a shared folder.

Read-Only server license
name

Enter the name for the read only server license.

Read-Only watermark text

Enter the text to appear as a watermark on read-only files
that are uploaded to the server.

Require email verification

Set to True/On/Yes to require email verification when a
client logs in to Active Review. Otherwise, set to False/Off/
No.

Server timeout

Enter the number of minutes before the server times out.
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Setting

Description

Stamping: Configuration

Select this option to create a stamp template to use for
stamping purposes. You can create any stamp you want.
Upon completion, save and name the template for use
with the Stamping and Batch Stamping options in Web
Center and Brava Viewer.

Stamping: Stamp Path

Specify the path where the stamp templates will reside on
your server.

Successful form submission
message

Denotes the message that is displayed to the submitter of a
form when it has successfully been submitted.

Task List Print: Footer

Enter a value to print as the footer for the task list.

Task List Print: Header

Enter a value to print as the header for the task list.

URL to server

Enter the URL path to the server.

Working path for viewer
markup

Enter the path to the directory in which Brava viewer
markups are stored.
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Installing the Brava Viewer

Perform the following steps to install the Brava Viewer:

1. Follow the instructions included with the installation package to install Brava on the server.
2. Ensure that the current Brava license is included in the following folders:

e licenseServer
e JobProcessor

3. Set the following Brava services to logon as Administrator:

e Brava! Enterprise .Net JobProcessor
e Brava! Enterprise .Net License Server
e Brava! Enterprise .Net Server

4. Test the Brava application by accessing http://[server name]/bravatest.

Installing the Net-It Application

Net-It is an application that must be installed only if the setting on the Review tab is set to
false. This application allows the client to view documents when the Brava Viewer is disabled.

Perform the following steps to install Net-It:

1. Follow the instructions included with the installation package to install Net-It on a server
separate from the application server.

2. Ensure that the current Net-It license is placed in the following folders:

e JobProcessor,
e |GCWriter4.0Update
e ModelPressPublisher.

3. Set the following Net-It services to logon as Administrator:

e Net-It Enterprise .Net JobProcessor
e Net-It Enterprise .net QueueServer

4. Ensure that the IIS anonymous access user account for QueueServer is set to Administrator.

5. Ensure that a share folder is set up on the server where Net-It is installed. Enter this path in
the Publishing Working Folder (must be a Share) setting on the Settings tab.



