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Welcome to eNoteFile

eNoteFile is structured notation filing software enabling the synchronisation and sharing of documents
between users within an organisation.

What is eNoteFil@

eNoteFile is Microsofvindowsbased software that securely records, manages, searches and shares detailed
notations and related documentation, in a seamlessly online and offline environment.

lff REFEGE A& STFFAOASyGfte &a02NBR | yR-bSeddiBtiuiiiueR> | Y R
ensuring your notation files are always available, whether you are online or offline.

Why eNoteFile?

eNoteFile overcomes many of the drawbacksrashave previously had with going paperlesghile
AYO2NLR NI GAy3a |ttt GKS FROIyGl38a &2dz2QR SELISOG adzOK
communication.

The fast, visual filing system means finding your notes as quickly as you coulpeougiag the eNoteFile
Slider- save hours of time filing and storing.

Features such as instant infrastructure allow asiek synchronisation of your notes for remote access on any
computer or to share with other users.

Functions that are only availabdectronically such as Mandatory Fields, Modified Date audits and Notation
Search are all on the free Standard version.

You can backup and login securely, features that paper notes simply do not offer.

This is perfect for industries with the highesite takingstandards such as healthcare.

Help Structure

This help document istructured into each functional area of eNoteFile, and should be sufficient to get you
started. Further information is available bttp://enotefile.com
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eMemo enables you to quickly and easily jot down notes without the need to store them in a specific file.
eMemos are private, secure and only visible by.ythey are synchronized and available remotely

Should an eMemo be assigntma file, it will then be available for all users to see.

eMemocan be used for:

1 Quickly jotting down an address while on a phone call.
1 Creating tedo lists.
1 Recording meeting minutes.

What would you like to do?

Create a neveMemo

Remove an existing eMemo

Move an eMemo into a File

Restoring a previously removed eMemo
Learn how to use thdocument canvas
Rename an eMemo

Email an eMemo to a colleague

=A =4 =4 -4 -4 4 -4

ik —y My eMemos - eNoteFile [ B [
Home m M Dim . @

HEY s e e -

Synchromise Save Moveto New Remove AdD o eNoteFile Customisation
Project eMemo eMemo Page  Faoe ..your tailored solution.

Notes

New to eNoteFile? | : :
Hints and Tips: @STARTHEREI ‘Managmgategom ‘Bubngupyowdnu “m?y:

Figurel - My eMemos
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Create a new eMemo

1.
2.

Ensure that theHomeribbon tab is selected.
Click theNew eMemobutton.

Remove an existing eMemo

n

4,

Select the eMemo which you wish to remove.

Ensure that theHomeribbon tab is selected.

Click theRemove eMemdutton.

A message box will appear asking you to confirm that you wish to remove the eMemo.
Click theYesbutton.

Move an eMemo into a File

n

Select the eMemo which you would like to move.

Ensure that theHomeribbon tab is selected.

Click theMove to Clientbutton.

TheFile Searclwindows will openFor further information on thé-ile Searchvindow, seeFile
Search

Enter the details of the file you wish to move the eMemo into.

Click theSearchbutton.

All files matching the search criteria will be displayed.

Click on the file you wish to move the eMemo into.

Qick theOKbutton.

The eMemo will now disappear froMy eMemos If you currently have the destination file open, you
may need to refresh the windowssee Refresh the window.

Renaming eMemos

When created, eMemos are automatically assigned a name bas#tealate. If this name is not appropriate,
it is possible to change it by following these steps.

S 117082009

Click once on thedit icon # on the tab of the eMemo you wish to rename.
The name of the tab will now become a text entry field that can be directly edited.

Type the desired name into the text box.

Click once on the disk icckd on the tab header.
The text box will now disappear.

The eMemo will have now been renamed.

My eMemos



Customising eNoteFile

What would you like to do?

Add a newProject Field

Remove an existing Project Field
Reorder Project Fields

Change the way in which files are named
Create a Category (document template)
Remove the Hints and Tips bar

=A =4 =4 -4 -4

Project Fields

Based on thedition of eNoteFile yolnavedownloaded you will have predefineébryoul a4 S 2F at N22SO
CAStRat®

Project Fields agp to every File that is created within eNoteFile.

AAAAA A

Forexampleif @& 2 dz a4 SHe8lhdar@ R SRS ARY (KS F2tft26Ay3 FTASERa GHAf

First Name,

Last Name,
Identification Number,
Date of Birth,
Address,

Contact Number,
Email,

Height,

Weight,

Next of Kin,

Other Detalls, and
Comments

=A =4 =4 =4 =4 4 -4 A -8 - -8 A

These project fields can be modified at any tige@though we recommend you configure them initially and
only modify them if it is absolutely necessary.

g} Opticns [ ) ]
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IS ... Fest Name
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[deraification Nusber Type et
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Orther Dietnils

Comments
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Figure2 - Options- Project Fields
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Add anew Project Field

1. Click on theeNoteFile Buttor@, point the arrow next tar hover the stylus ovefools and then
clickOptions.
The Options window will then be displayed with tRmject Fielddab selected.
2. Click theAdd button.
A new, empty Project Field will be added to the list on the left.
3. wSLX I OS (KS (SEG dNanefxdboGittiiie Rdsited makdioKtheyProjéck Feld.
4. Select the type of information that will be stored within this field from Ty@e dropdown.
It is important that you carefully select the data type correctly the first time as once saved the data
type for a field cannot be changed.

The followingdata types are avaialble:
1 Check Box
Check Box fields allow the user to tick off ceriggms(e.g.l" | and [#]).
1 Currency
Currency fields allow the user to enter monetary values.
1 Date
Date fields allow the user to select a date from a dropdown calendar.
T Multiline Text Area
Multiline Text Area fields allow the user to enter multiple lineseod such as that required for
comments or addresses.

1 Number
Number fields allow the user to enter only numeric data.
1 Text

Text fields will be displayed as single line text entry fields.
5. If you require the field to be populated on each file before thedde be saved, place a tick in the
Mandatory check box.
6. LT &2dz 4S5t SOGSR & ¢ SE i you Wiltnowinkes toRpedify theimaxidim ErgtNd G K S
of the value that a user can enter within this field in thengthtext box.
7. You may now reposin the field in relation to the other fields by using thve UpandMove
Down buttons. As you click one of these buttons, the field will move in the corresponding direction
within the list on the left.

8. Click theOKbutton to save your changes.

If you hae any files open at this point, you may notice that the Project Fields do not reflect the changes you
have just made. If you have previously saved the File you may cli®etheshbutton on theHomeribbon tab
(see Refresh the project for further direatis). If the project is new and has not yet been saye@a can either
discard the project by clicking tHRemove Projecbutton on theHomeribbon tab or completing the displayed
Project Fields and clicking tisavebutton on theHomeribbon tab followed ly the Refreshbutton.

It is strongly recommended that you synchronise immediately following any changes to Project Fields. This is
to ensure that all users within your organisation are operating with the same set of fields.

Removing a existingProject Field

WARNINGRemoving a Project Field will delete all information stored within the frelah every file. Please
perform this action with great caution.

Customising eNoteFile
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1. Click on theeNoteFile Buttor@, point the arrow next tar hover the stylus oveFools andthen
clickOptions.
The Options window will then be displayed with tRmject Fieldgab selected.

2. Click once on the Project Field you wish to remove within the list on the left.

3. Click theRemovebutton.
You will then be prompted to confirm the removetiaa.

4. Click theYesbutton to permanently delete the project fields and any information stored within on all
files.

Following the removal of a Project Field, it is a good idea to verify that the removed field is not present within
the Projectldentification Format as this may make files very hard to locate.

It is strongly recommended that you synchronise immediately following any changes to Project Fields. This is
to ensure that all users within your organisation are operating with the same aktields.

Reorder Project Fields

This process will allow you to reorder the display of the Project Fields within each File.

1. Click on theeNoteFile Buttor@, point the arrow next tar hover the stylus ovefrools and then
clickOptions.
The Options window will then be displayed with tRmject Fieldgab selected.

2. Click once on the Project Field you wish to reorder.

3. Click either theMlove Upor Move Downbutton.
The Project Field will move either up or down within the list on the leftetheling upon your
selection.

4. Continue the above process until you are happy with the ordering of your Project Fields.

It is strongly recommended that you synchronise immediately following any changes to Project Fields. This is
to ensure that all users withi your organisation are operating with the same set of fields.

Change the way in whichlés are named

As eNoteFile allows you tustomisethe Project Fieldst is necessary to instruct the application on how to
name yourFiles This is achieved by settj the Project Identification Format.

k& Dptions [E=JEC
Project Mentification Format

Project Identification Format: Edét the {Last Mar=ej, [Fist Mame}

iirilificatice [abil By ailhar Types & rdw

. ! e First hame

format label o double chicdng from the list .

. Last Meme

of Felds below,
Idanbifcabad Muimbs
Dt of Birth
Acldress
Contact Mumkser
Erna
Huight
Wegn
Hext of Kin
Cher Details

Comments

-
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Figure3 - Options- Project Identification Format

Click on theeNoteFile Buttor@, point the arrow next tar hover the stylus ovefools and then
clickOptions

TheOptionswindow will then be displayed with theroject Fielddab selected.

Click theProject Identification Formatab.

This tab is composed of two main aregthe first being theactualProject Identification Format itself
andthe seconda list of theavailalie Project Fields that have been created.

Select all of the text within the top text box and then préss backspace or delete buttoon your
keyboard. If you are using a styless, you may use the Windows Tablet PC Keyboard popup.
Doubleclick on the Projet Fields in the large list box for which you would like your Files to be named
after. This will result in the Project Field name being inserted into the top text box surrounded by
curley braces ({ &}).

Whenall of the fields you would like to base your file nameshawebeen entered into the text box,
you may addanyadditionalformatting that you may require.

For example; if you would like all of your files named after patients:
9 Doubleclick on the Last Nanteroject Field
9 Doubleclick on the First Name Project Field

9 Insert a comma (,) between the {Last Name} and {First Name} tags

wSadzZ GAy3a Ay | tNB2SOU LRSYGAFAOFGAZ2Y C2NXI

2 ¥

It is strongly recommended that you synchronigemediately following any changes to the Project
Identification Format. This is to ensure that all users within your organisation are operating with the same
project naming strategy.

Customising eNoteFile
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Customising Settings

By default, eNoteFile will automatically save yootations every five minutes and also display the Hints and

Tips bar. If you are not happy with these settings, they can be changed by following the steps detailed in this

section.

@l Options [ B |

[Oreer

| Enable auto saving

Autg smang fregency in minukes: o minutes

#/iShow or hice the Hints and Tops Bar

| QK . Cancel

Figure4 ¢ Options tab

1. Click on theeNoteFile Bitton @ point the arrow next tar hover the stylus ovefools and then
clickOptions
TheOptionswindow will then be displayed with theroject Fielddab selected.

2. Click theOptionstab.

9 If you wish to enable or disabkuto Saveadd or remove the tick from thEnable auto saving
check box"| by clickingon itonce

9 If you wish to change the frequency of tAeito Savefunctionality, drag the slidel.luntil the
desiredfrequency is displayed above.
If you are unable to move the stid please ensure thakuto Saves enabled by placing a tid+|
in the Enable auto savingheck box.

9 If you wish taremove theHints and Tip$ar so that you hae more room to work with your
notaions, you may remove the tick from ti&how or hide the Hintaind Tips Bacheckbox by
clicking on ibnce

3. Click theOKbutton.

Your settingsre now saved.

Customising eNoteFile
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Managing Categories

A Category is basically a document template that can dramatically simplify tHe-aday operation of
eNoteFile.

Categories allow yoto define templates that contain images, meriglds and data input controls that will
automatically appear on all documents created within this category.

What would you like to do?

=A =4 =4 4 -4

Create a new Category

Rename a Category

Modify an existing Category

Remove a Category

Learn about the different merge fields that can umed

Learn about the different input controls that can be used

Ak Categonies - shloteFle [ =1 (E) sl

Home Ean -

E LI . ® eNoteFile

Category Names: 30 Bady Model

Figure5 - Category Window

Creating a new Category

Click on theeNoteFile Buttor@ and then clickanage Categories

TheCategory Explorer window will then open.

Click theCreate New Categoryutton.

The Category Explorer window will now close and the Categories window will open.

Enter a name for the Category in tlategory Nameext box (on the Category Toolbar) replacthg
GfrbSe6 /I GSI2NEHE GSEGO

1
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4. Select the desired page orientation by clicking on eitherRberiat or Landscapéouttons on the
Homeribbon bar.

5. If you would like to insert an image, you can do so by clicking omg®st Imagebutton on the
Homeribbon tah For more information on working with images $éging Images

Once the image has been inserted, you may move and resize it by first clicking once on the image and

then using the available handles to manipulate the image.

6. If you would like to insert an input control or a project merge field you can do so by selecting the type

of item you wish to insert from th&ielddropdown and then clicking thadd button (SeeUsing
Merge Fields Using Input Contro)s
7. Click theSavebutton on theHomeribbon tab when finished to save your changes.

Modifying an existing Category

Modifying an existing category will not result in the changes being applied to exdstingnents. Documents,
when created, contain a snapshot of the Category at that point in tdmdy new documents will contain any
additional modifications.

1. Click on theeNoteFile Buttor@ and then clickanage Categories

The Category Explorer window wiien open.
2. Select the Category that you would like to modify by clicking once on the thumbnail image.
3. Click theOKbutton.

The Category Explorer window will now close and the Categories window will open.

Renaming a Category

1. Complete the steps listed in Mdging an existing Category.
2. Change the text as required within ti@gategory Naméext box.
3. Click theSavebutton.

It is strongly recommended that you synchronise immediately following any changes to existing Categories.

This is to ensure that all usergithin your organisation are operating with the same document templates.
Remove an existing Category

You may remove Categories at anytime without affecting existing documents. Once a document is created
within a specified Category, all of the settings eppied into that document and will never change.

Removing the Category will just ensure that no new documents can be created of this type.

1. Click on theeNoteFile Buttor@ and then clickanage Categories
The Category Explorer window will then open.
2. Selectthe Category that you would like to remove by clicking once on the thumbnail image.
3. Click theRemove Categoriutton.
You will then be prompted to confirm the remove operation.
4. Click theYesbutton to continue.

1
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Using Merge Fields

Merge fields enable you to define place holdersHite level Project Field information that will be
automatically populated within a document whéris created.

The available fields will vary depending on the Project Fields that have been configuyedrforganisation
(seeProject Fields The following fields will always be available:

1 Created Date
This field will display the datnd timethe document was created.
T Modified Date
This field will display the datnd time the document was last modified.
1 Created by User
This field will display the name of the user that originally created the document.
1 Modified by User
This field will display the name of the user that last modified the document.

Inserting a Merge Field

1. Select the desired merge field from tRéelddropdown.

2. Click theAdd button.
The merge field will now be added to the category page. You may move the merge field to the desired
location by clicking once on the field and then dragging on the border dfette

3. If you would like @lescriptivelabel to be displayed y FNRy (i 2F (GKS YSNHS FTAStRZ
[ F6St ¢ FeN&opdowrkaBd continue below.

4. Click theAdd button.
The label control will now be added to the category page.

5. Position the &bel by clicking once on it and then dragging the border of the control to the desired
location.

6. Click once on the label and type the text you wish for the label to display.

Using Input Controls

Input controls provide placeholders for documents where tiiencan specify information at the time the
document is created. These placeholders can be made to be mandatoegning that the entire file will not
be able to be saved until the required information has been specified.

The following Input Control typesre available:

1 Check Box
A check box is a two state control that is either empty or ticked {_Igand [¥]).

1 Mandatory Check Box
A mandatory check box, like the Check Box, is a two state control that MUST be ticked before the user
will be allowed to save tifile.

i User Defined Label )
This control allows users creating and maintaining Categories to enter some text that will be displaye
on all documents of this type. The value cannot be changed on the document. This control is handy
for the labelling of othemerge fields and input controls placed upon a category.

1 Single Line Text Box
This control provides a placeholder for users to enter a single short amount of text on a document.

gories

Managing Cate
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1 Multiple Line Text Box
This control provides a placeholder for users to emtésrge amount of text that can span multiple
lines.

1 Mandatory Single Line Text Box
This control is the same as the Single Line Text Box but forces users to provide a value when
attempting to save.

1 Mandatory Multiple Line Text Box
This control is the sames the Multiple Line Text Box but requires a value before the user is able to
save the file.

Inserting an Input Control

1. Select the desired input control from théelddropdown.
2. Click theAdd button.
The input control will now be added to the category pageu may move the input control to the
desired location by clicking once on the field and then dragging on the border of the field.
3. LT &2dz ¢2dd R ftA1S I RSAONRLIGAGS tl1 0SSt G2 0SS RAA&LX
[ 1 6St ¢ FeN&opdowrkaBd continue below.
4. Click theAdd button.
The label control will now be added to the category page.
5. Position the label by clicking once on it and then dragging the border of the control to the desired
location.

Managing Categories
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Working with Files

Depending on the edition of eNoteFile you selected to download, a file may be labelled Project, Client or
Subject. For the purpose of this document we will use the Project edition of eNoteFile.

Notice the screenshot Figure6. TheHomeribbon tab has two buttons labellddew Projectand Remove
Project If you had downloaded the Education edition of eNoteFile, these buttons would be |alelled
Subjectand Remove Subjeaespectively.

What would you like to do?

= =4 =4 4 =4 4 -4 A

Create a new File (Project / Client / Subject)
Open an existing File (Project / Client / Subject)
Remove a File

Create a new document

Learn how to use the document canvas

Add a page to an existing document

View an older document

Email a notation to a colleague

ik (- Untitled - eNoteFile (i@

Home Eaiting msen m T 71

HEIS o o0 - ® eNotefie

Project Project Document Document Page

W

Projects
Hints and Tips o
Accessing data
< New to eNoteFile? | :
Hints and Tips: START HERE! ‘ Managing categornes ' Backing up your data “ aqﬁrel:;ay::

‘ Tuesday, 18 August 2009 10:51:49 AM (1 of 2)

Ready eNoteFile User

Figure6 - Project Window

Creating a new File
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1. Click on theeNoteFile Buttor @ and then clickNew File
A new File window will be dispiayed.

You may immediatly start notating on the displayed Notes tab that is added to each file automatically.

It is recommended that you complete the recgil File Details as soon as possible. THiswnable to
Automatic Save feature to regularly save your notations.

File Details

The File Details tab displays each of the Project Fields that have been configured for you organisation.

ik

Untitled - eNotefile [T

Home Eaiting Insert

HEAS

Synchronise Save New Remove

Project Details

! First Name

i Last Name

Project Project Document
Projects

Distribute e

e

<o
New

eNoteFile Customisation
..your tailored solution.

Project Details

 Dateofsitn | [Net Specified]

(71

Figure7 - File Details Tab

It is morethan likely that some of these fields have been configured as Mandatory fields. This means that the
entire File cannot be saved until values have been entered into all Mandatory fields.

It is recommended that you complete the required File Details as asqossible following the creation of a

new File. This will enable to Automatic Save feature to regularly save your notations.

To complete the File Details:

1. Select theFileDetailstab.

2. Enter or select the appropriate details.

3. Click theSaveH button.

Creaing Documents

There are two ways in which you may create a new document.
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Method 1

Use this method where the file you are currently working with does not yet have a document in the desired
Category.

1. Click theNew Categorym- tab.
TheCategory Explorewill then be displayed.

r@ﬁcltﬂa&m:gury lﬁ Elﬁ

Select a Category

it

3D Body Model eMemo Lined Paper

Mates Cutline Body Model

=

Figure8 - Document Category Selection

1. Click once on th€ategorywithin which you wish to add document
2. Click theOKbutton.

TheCategory Explorewindow will clog and the new document displayed

Method 2

Use this method where the file you are currently working with has a document in the same Category in which
you would like to create your new document.

1. Click on theCategorytab for the type of document you would like to create.
2. Ensure that theHomeribbon tab is selected
3. Click theNew Documentoutton.

The new document will now be displayed.
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Using the Document Canvas

The Document Canvas is the region within eNoteFile in which notations are taken.

@ ™ . My eMemos - eNoteFile [ B
, (o Coving BT T
| & AC 0 ‘ 6 Z ~» | s
- - -
;ge & oy Ballpoint Felt Tip Highighter~ Select Eraser | Handwriting @ ENOtEF“e

Roeiete | pen- Pen~ Keywords

Figure9 ¢ DocumentCanvas

The Document Canvas allows you to notate using Digital Ink, add and arrange Images and Text Boxes.

What would you like to do?

=A =4 =4 4 =4 4 -4 -8 -4 -

Learn about the different pens

Change the colour of the pen

Change thesizeof the pen

Insert an Image

Insert a Text Box

Reposition an Image or a Text Box

Resize an Image or a Text Box

Undo my changes

Zoom in or out

Display the keywords that will be generated for the current page
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‘Pens

There arehree different types of pens available within eNoteFile:

Y
Home Editing Insert Distribute
A, Cut - -y r
- M copy -
Paste Ballpoint  Feli Tip Highlighter =] Select Eraser  Handwriting
‘x Delete Pen = Pen = Keywords
Clipboard Pen Style Keywords

Figurel0- Pens

1 Ballpoint Perg A round nibbed pen.
1 Felt Tip Peq A square nibbed pen.
1 Highlighterg A large translucent pen

Pens allow you to draw or notate directimto the document canvas using either the mouse of stylus.

You can customise the size and colour of each of the pens by following the procedures detailed below.

TO SELECT A PEN:

1. Ensure that theeditingribbon tab is selected.
2. ClickonceonthedesirddSy Q& odzii(i2y ®

TO CHANGE THE COL@BRA PEN:

1. Ensure that theeditingribbon tab is selected.
2. 1 tA01 2y0S 2y GKS GSEG 27
A dropdown menu will be displayed.

@jﬁze -

ANBR LISyQa odziiz

[exN
ey
w
puf
w
Qx

P
\;L —Colour

3. Click once on th€olouritem.
The Pen Colour Picker will then be displhly
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() white pen
() veliow pen
@ redpen
@ Greenpen
O sucren
@ coccren

4. Click once on the desired colour.

TO CHANGE TISEZEOF A PEN:

1. Ensure that theeditingribbon tab is selected.
2. 1 tA01 2y0S 2y GKS GSEG 2F GKS
A dropdown menu will be displayed.

@,Size i

. -
'l"‘.. —AColour |

Pl
w
ax
>
Pz
&
Pl

LISy Qa o6dziidz

3. Click once on th&izeitem.
The PerSizePickemwill then be displayed.

Pen 1

. Pen 2

& Pen 4

] Fen &
® renio

4. Click once on the desired size
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Cut Ctrl+X

Copy Ctrl+C
Paste Ctrl+¥
Celete Del
Scale Ta Fit

Scale To Width

Ballpzint Pen
Felt Tip Pen
Highlighter
Select

Eraser

Inzert 2

Figurell- Document Canvas Context Menu

Inserti

ng Text

You can type text directly onto the document canvathiee ways;

Automatically addingText Boxes

1.
2.
3.

Should you erase all of the content with a text box thas been added automatically, the text box will be

deleted.

Ensure that theeditingribbon tab is selected.

Set the current Pen Style to ti&electtool.

Click on the document canvas where you wish to insert text.
A caret or cursor will begin flashing.

Type the text you wish to insert.

A Text Box will automaticalbe inserted surrounding your text. You may reposition or resize the new

text box (se€Repositioning IltemandResizing Iten)s

Manually adding Text Boxes

1.

Ensure that thénsertribbon tab is selected.
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QU
Home Editing Insert Distribute
AL M a

Insert Insert Send Bring Snipping
Textbox Image Backward Forward Tool

Insert

Figurel2- Insert Ribbon Tab

2. Click thelnsert Textboxbutton.
A Text Box will then be added tioe top of the document canvas. You may reposition or resize the
new text box (se®epositioning Itemand Resizing Items

3. Once you have positioned the text box you may enter textlimking once on the text box.

Unlike automatically added text boxes, manually added text boxes are not removed when all of the text is
erased.

Resizing Items

Should you need to resize an image, text box or notation, you can do so by following the betedye.

Figurel3- Resizing Handles

Ensure that theeditingribbon tab is selected.

Click theSelectPen Style.

Click once on the item which you wish to resize.

Drag any of the resize handlsuntil the item is sized to your requirements.

powbdpR
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Repositioning Items

Should you need to move an image, text box or notation, you can do so by following the below procedure.

Figurel4 - Moving Cursor

Ensure that theeditingribbontab is selected.

Click theSelectPen Style.

Click once on the item which you wish to move.

Hover the mouse or stylus over the border of the item until the cursor changes to the move cursor

AowbdpR

5. Drag the item to the desired position.

Undo / Redo

Should youmake a mistake or wish to undo your last ac{®mvhile workingwith the document canvas you
may use the Undo feature.

CJ

Figurel5- Undo / Redo buttons

The Undo and Redo buttons are located at the top of both the File and eMénatmws within the Quick
Access Toolbar.

To undo an action:

1. Click theUndo  button once, or
PressCTRL+@n the keyboard.

If you have just undone an action and wish to redo it:

1. Click theRedo button once, or
2. PresLCTRL+¥n the keyboard.
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