Quick tips
for using
ProView

What is ProView™

ProView is a browser-based eBook With ProView's responsive browser-based
platform providing access to your most platform there’s no need to install software.
trusted legal, tax and accounting titles You can access your library of content, both
whether you're at the office, with your online and offline, enjoying a consistent
clients, at home, or on the go. experience on a wider array of devices.
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Quick tip #1

Getting started using
OnePass

Get started by using your OnePass username and password at
https://next-proview.thomsonreuters.com

If you're new to ProView, you must first create a OnePass profile (if you don’t already have
one) and add your ProView registration key before you can begin using your ProView titles.

The ProView login screen includes a link to create or update a OnePass profile.

Quick tip # 2

Navigating your library

Filter X Library Search

Type Titles shown: 14

All . Administrative Law and : dministrative Practice and
S Pra 020 update £ Procedurs, 2d, 2020-2021
Jurisdiction The Lote CHARLES H. _CHARD WP tice Series)
Al i MURPHY Wilkam ), Keppel
Publisher

All

Subject Advising Small Businesses,
2020-2 update
All - Chiflord 2. Ennice
Storage
All '

Alternative Dispute Resolution  «

o [The Rutter Group Califo...

SOREY SRy

History Notifications Account

M

0 Account - Select languages, access our contact information and privacy policy,
refresh your library, export a list of titles, clear ProView cookies, create offline

password and sign out.

9 Notifications — This feature alerts you each time a title is updated in your library,
or a new title is added to your library account. Titles can be accessed directly from

within the notification panel by clicking on the cover image.

e History - Titles you have read recently are shown in the history drop-down menu
S0 you can return to them quickly. Recent history section allows you to pick up right
where you left off by storing search terms, annotations and recently read titles.
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Quick tip # 2

Your ProView titles

Each title in your library is represented by a title card, including a cover image, publication
title and author details.

Library Search © Title card.
Titles shown: 14 o COVEI’ Im(lge
# . . .
el © Publication title.
- =23 1040 Quickfinder Handbook 1 2020 Federal Tax cBook : A
°:_*_."‘_:_._._ 3 2020 T - FiA Editorial Staff g
E =T Quickfinder Editorial ... Published Title: Jan 31, 2020 i
a1 I'l-hl-sned'lllle-ll eb 3,2021 " o . o Author details.
- E
E
1

Administrative Law and
Practice, 3d, 2020 update
The Late CHARLES H. . .CHARD
MURPHY

| RIA Editorial Staff [+
Published Title: Jan 31, 2020

+

Quick tip # 3

Making annotations, notes,
and bookmarks

Creating annotations

You can create three types of annotations in your titles — bookmarks, highlights and notes.

Viewing annotations - Click the note icon on the left in the title header to open the
annotation panel. From here you can select to view annotations by type or label colour,
and filter by terms.

Bookmarks — To add a bookmark, click on the icon in the upper right corner and select the
desired colour. You can delete a bookmark from the annotations panel on the left, by clicking
the overflow menu in the upper right corner of the label, and clicking on ‘Delete bookmark’.
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Quick tip # 3

Notes & Highlights - After selecting text, a pop-up window appears. Select the desired
colour to ‘add note’ or ‘highlight’. A note icon will appear in the margin.

Label annotations — To change your annotation labels, within a title select the
preferences icon in the upper right corner. Select ‘Rename colour label’, enter your desired
label name, and select ‘Apply’.

Quick tip # 4

Collaborating with peers
and colleagues

This share feature allows you to easily share content by creating a link to share with
another ProView user or by generating a PDF to print or email.

Share a link — Choosing ‘share link’ from the title card overflow menu, opens a dialogue
box with a link to the title, which you can copy and paste into an email, chat, or document,
to share with a colleague. Note that recipients of the link will only be able to access the
content if they have a ProView subscription to that same title.

Create a PDF - Choosing ‘Create PDF’ opens a dialogue box to add the current section

to a PDF.
L @Bo & Wi 1 BU
Download  Share  History  Preferences Create PDF
s .
Share ' L’J t
et his page
Share link

Clifford R. Ennico

@ Create PDF’ button. ©® PDF dialogue box. © 'Add to PDF’ button.

After selecting 'Add to PDF’, you can generate the PDF immediately by choosing
‘Download’ or ‘Close’ to download later. You must be online to use the feature.
You can add up to five sections to a single PDF. You will be alerted if you attempt
to leave the title before generating your PDF and will have the option to download
the PDF and leave the title, cancel your action to leave the title, or cancel your
sections saved to a PDF and leave the title.
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Quick tip#5

Making titles available
for offline access

Titles can be downloaded for offline use from the main library page, or from within a title.
Find the title card on the main library page and click on the vertical ellipses in the upper
right corner, and select ‘Download title’. If you haven't already created a password for
offline use, you will be prompted to create one now.

Note: This does not mean downloading a PDF of the eBook, but downloading the title’s
content to your device to be accessed through the ProView platform while you are offline.

Whilst you are offline:

* Downloads are linked to your device and browser, so you must use that same device
and browser to access your eBooks offline.

¢ Clearing your browser cache will remove your downloaded content.

* To access your annotations — or to create new ones while offline — you will need to create
an offline password from the account menu.

Option 1:
To download a title from the library

Download a title by clicking on the title action menu in the upper right corner of the title
card and choosing “Download title”

| MewYork Pattern Jury n
Instructions—Civil, 2022 ed.

Prepared by Committe... of New Yok i oo blichar details

Open group

Download title
1

Import annotations

Share link

Add to collection

Archive 0 Se/ect 'DOWI’]/OOd tlt/e/

© Analert will
appear in the
upper right corner
indicating that
the download
has started.

memteee 1 PR ?'::' *".., e : )
= éﬁ . © Thetitle card
also displays a

spinner to indicate
a download is
in process.

Library Search

| Tikos shown: 11

- 1080 Quichfieder undieck g 370 Fodersl Ran sl
» . A
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Quick tip#5

Option 2:
Downloading from within the title

When reading a title, you can download that title by clicking the down arrow in the
title header:

Vi o @

Download | Share  History Preferences

L+

To find your downloads for offline use:

While offline, navigate to the ProView URL using the browser you downloaded the content to.

& NewTab X +

C O ( ' next-proview.thomsonreuters.com )

Locate your available titles by selecting “Downloaded to this device” in the Storage filter
dropdown, which is accessed from the filter panel on the left side of the screen:

Filter X

Type

All -

Jurisdiction

All T

Publisher

All -

Subject h

= o - © Storage filter

sStorne S @ Storage filter

i Al v
dropdown
showing
‘Downloaded

’

to this device’.
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