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What is ImageNow

Introduction

Note

Developed 01/15/2007

ImageNow adapts to business processes and ensures that all documents are
secure, quickly retrievable, and tied to the records, with comments and
annotations as needed.

Processing documents involves three essential tasks. To capture the
documents into ImageNow, this is done by scanning the paper documents.
Next, a review or a quality assurance check is done on each document to
ensure they were captured successfully. Finally, the documents are linked to
index keys so that they are matched to the appropriate records in ASPEN.

In this document the use of the term ASPEN is being used as a generic term
and includes Central Office (ACO), Complaints and Incident Tracking
(ACTYS).




Image Now Sign-On

Introduction Below is the sign-on window of Image Now. The username and Password is
the same as the users KDOA Network username and password. Only one
sign-in is permitted per user.

O ImageMow & Sunflower Q

€ Connection Profiles  License Manager  About
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ImageNow Tool Bar

Introduction

Viewing
Toolbar

Applets

Developed 01/15/2007

The ImageNow toolbar is the entry point into ImageNow. It gives a one
mouse click access to the functions of ImageNow.

From the ImageNow toolbar, documents can be viewed, scanned, and
searched, as well as perform administrative configuration and management
tasks for the file system. These options are available depending on security
privileges. The follow instructions will be assuming the security access level
of view only.

. ImageHow M=l B

Connect  Settings Help

&Applet& = | Daocuments + @I Help =

. ImageN ow ==}

LConnect  Settings Help

i Documents = @J Help =

ACO - CERTIFICATION
RESIDENT WORKSHEET

The Applets option is used as a quick access to the Applet list in the
ImageNow Explorer, which is integrated with certain areas of ASPEN, such
as a Resident Worksheet.

Whichever applet has a check mark next to it is the predefined (default) applet
that will open simply by clicking the Applets button itself. Clicking the arrow
next to the Applets button lets a different applet be selected when necessary.

Continued on next page



ImageNow Tool Bar, Continued

Documents
® ImageMow

LConnect  Settings  Help

&.&pplets - -| Documents =

Mew Query. ..

The Documents option is used to search or query for documents using index
key fields.
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About the ImageNow Explorer Window

Introduction The ImageNow Explorer allows a user to view and navigate through all of the
ImageNow grids. Each row in the grid represents a document that resides in
ImageNow or is in an intermediate status such as Quality Assurance or
Linking. To access the document view, double-click on the row in the grid
and the ImageNow Viewer window will be displayed.

' ImageHow Explores
© Fle Edé View Wokfiow Figects  Help
: ~ @ IZ [ 3| =) SaveQuesy.. ! 2 i -;{.H
o x
= % Applets P I'“d""“d]
AC0 - CERTIFICATION Fiber where [Foider “l[contars . =] v and crestedin last [365 =] deys [ o
RESIDENT WORESHEET I J I J I
& ] Documents 31 5 | Dravwer Folder Tab Fiekd 4 Document Type 7

[ ] New Quesy Resuts
Mo Saved Qusrie: [=] LCE_SEC RO0E002 CERTIFICATION L0011 RESIDENT WORKSHEET

A LCE_SEC CERTIFICATION L0011 RESIDENT WORKSHEET

LCE_SEC CERTIFICATION 4LOT11E RESICENT WORKSHEET

LCE_SEC CERTIFICATION SLOM11 RESIDENT WORKSHEET

LCE_SEC CER"*ICQTM 4LOT11 RESICENT WORKSHEET

LCE_SEC CERTIFICATION L0111 | RESIDENT WORKSHEET

View Pane Document Pane

In the Views pane, allows different viewing options for the following
groupings of documents:

Applets displays the document row (specifically, the document key values)
that match the record currently selected in ASPEN, such as Resident
Worksheet or Certifications.

Documents displays the search results in a grid format.
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About the

ImageNow Viewer Window

Introduction

ImageNow Viewer allows the capability of expanding and displaying any
item that appears in the grid of the ImageNow Explorer window.

Task Pane —»

Document
Properties

Document Pane

. ImageMow Viewer - [Page 1] _ O x|

File Wiew Annotations “Workflow  Projects  Window  Help -8 X

reDaliqanryHEEN v HANEE 1“/«///!!==.'1-':-=§

TIEE]
Isalua md] sysel I

KATHLEEN SEBELIUS, GOVERNCR
KATHY GREENLEE, ACTING SECRETARY
Jan

Thumbnail

ADMINISTRATOR

Pane

[ IR -rHrE

Ready |LCE_FUBNYNOS0003LICEMSLUREN A AO7AREDLE | |Page 10f5

Explanation

In addition to a resizable view of the referenced document, the viewer
window includes a Tasks, Properties, Documents and the Thumbnails panes.

Both the Tasks and Properties panes are accessed by clicking on the tab. The
pane will side out and over the document image.

e In the Tasks pane, routine tasks can be performed on the item displayed in
the view pane.

e In the Properties pane, if the security access permits, the document keys
values can be changed for the item displayed in the document pane.

e The Document pane displays the selected page in the thumbnail pane.

¢ In the Thumbnails pane, gives a view of the different pages of a multiple-
page document is available to be viewed. There are also navigational
arrows to forward through the document pages.

Developed 01/15/2007

Continued on next page



About the ImageNow Viewer Window, Continued

PaneS Imsgeiios Vs - [Mega 1]

I MURSNG H
T-5108

T EX T HH o P HRE
[Resy T el
Note Due to the complex nature of ASPEN, it can not be launched from within
ImageNow.
To Exit To exit ImageNow, click on Connect and select either Exit or Disconnect.

Exit will close the ImageNow program completely. Disconnect will Log out
the user from the ImageNow program but leaves the sign-in screen available.

® ImageMow I =]

Connect | Settings Help

Dizconnect

e
Documents = I.Q\ Help -
Exit \—"J

Continued on next page
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About the ImageNow Viewer Window, Continued

Help Displays the generic on-line help for ImageNow.

What is imageNow?

B P A R 0 T A T S R . A ] R TS | S . BLSAR RLERL a S

- r b B Bt e e g e |
ey il eer Pl ol e reeds wy emrs e sl = i w wrdd e m
e g A | S e e e Pt e e e e b ma O

T ok, g e s B e bk | sy By ey i gt om b e ke e e L e R an
-

B aprtiew  adrmimatiale

Tt -
e bl ma e i imbrs B e riet st sh e e rreme g b b ompds
LTS R T e e e R b F s o s b e e B gl e e s e
[sm—y— e — e T
B e i

W i g il i et § Seueke § i i e Sl el B o et Dl Sy e el T e B e Rl ol
B T el N Rt at = el L TR e T e

B L e LI B TR
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Viewing Documents - Through Aspen

Introduction With ImageNow, documents that are linked to records in ASPEN can be
viewed. For example, if a survey record is being reviewing in the ASPEN
program, documents related to that survey that have been scanned into
ImageNow can also be reviewed.

Using the To display documents in ImageNow that are linked to ASPEN records, the
Applets button  applet will be selected that was defined for that area in the Applets drop-down
list.
How to Follow the steps in the table below to view a document in ImageNow through
ASPEN.
Step Action Result
1. | Opened the appropriate ASPEN
program to a specific record.
2. | Open the ASPEN location.
Document Type ASPEN Location

License / Certification

Facilities Properties

Survey

Citation Manager for the
specific survey date.

Complaint/Incident

ACTS

Developed 01/15/2007

Continued on next page



Viewing Documents - Through Aspen, Continued

How to (continued)

Step Action

Result

3. | On the ImageNow toolbar,

select the drop down arrow on

Quick Find I [Include leading 0's]

Fiegulations

Applet.
Citations
E||:j Long Term Care Facilities - 09.00
e 0000 - Initial Cormments -
- 0225 - Stalf Treatment Of Residents - D
- 0280 - Comprehenszive Care Plans - E
1E3] 0281 - Comprehensive Care Plans - E
1E3] 0315 - Urinary Incontinence - D
] 0324 - Accidents - D
0368 - Frequency OF Meals - E
I = 50cC
Team Roster
D | Name | Title -
12673 Registered Mu
05607 Registered Mu_|
14884 Registered Mu
03043 Fieqistered Nu ™
] | »

Activate... |

ACHKAR -5T -K-93
- Lang Term Care Faciities - FED - F - 09.00

[ e — | x|

Conneck Help

&Applets - 1 Documents Q'Help -

Settings

ACO - CERTIFICATION |

RESIDENT WORKSHEET

= Survey Info
Event ID: 4011
Medicare [D: 175124
Fac|D: MO02002
Active SUvEyOor e 7777 7]
fode: Supervisor
Survey Dates: 01/08/2007-01/11/2007

Dane [ Help [

Developed 01/15/2007

Continued on next page
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Viewing Documents - Through Aspen, Continued

How to (continued)

Step Action Result
4. | Select the corresponding applet. | The find a document dialog box
will be displayed.
T o |
2| 5]
v aweer “
fa |
FSCILITY 1D
In
f - secrion
—  |cErTIFICATION |
COMPLAINT ID
I
EVENT EDx N
- [ aLonn EE;
= RES IDjDATE -
F I 1]
E
F Dooument Type g
|resicent worksHeer 7| L
= ok | cowel |
Done | Hey

Developed 01/15/2007

Continued on next page
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Viewing Documents - Through Aspen, Continued

How to (continued)

Step Action Result
5. | Click on OK A grid of any linked documents
appears in ImageNow Explorer.
fgmm‘ |,E| ——— W
& g Lee : Regustors  OuckFind | [Inchude besdeg 04) |
[Wimeocrowbpirer 1=
© Fie Edt View ‘Workflow Frojects  Heip
e I [ 22 | M mesment worksHeET -HE T WE
X (0 18| 5 | Drawer FACILITY ID SECTION COMPLAINT ID | EVENT ID RESID/DATE | Document Typs |1
B # Applets
ACO - CERTIFICATION
ﬁ?s--lmtms LCE_SEC NODB00Z CERTIFICATION 4LOT1L 01/08{2007-01.... STAFF ID
RESIDENT WORKSHEET LCE_SEC HaE002 CERTIFICATION L Ee i 0108200701, RESIDENT [D3H...
::: jx&; LCE_SEC NOCR002 CERTIFICATION 40111 516 RESIDENT WORK. ..
LCE_SEC NOOE00E CERTIFICATION 40111 nz RESIDENT WORK...
LCE_SEC NOGS002 CERTIFICATION L0111 716 RESIDENT WORK... 1
LCE_SEC NOGS002 CERTIFICATION 4L0111 719 RESIDENT WORK... *
LCE_SEC NOOB002 CERTIFICATION 4L0I111 T20 RESIDENT WORK...
LCE_SBC 002 CERTIFICATION 4L0011 &5 RESIDENT WORK... ©
LCE_SEC NOGE002 CERTIFICATION 401 810 RESIDENT WORK...
LCE_SEC NOOS00Z CERTIFICATION Lol az8 RESIDENT WORK,.. !
LCE_SEC NOGS002 CERTIFICATION 4LOT11 x4 RESIDENT WORK...
LCE _SEC NOE002 CERTIFICATION 4L0111 ki RESIDENT WORK... ©
LCE_SEC NOCB002 CERTIFICATION 40111 a6 RESIDENT WORK. ..
LCE_SEC NOOE00E CERTIFICATION 40111 3z RESIDENT WORK...
6. | Double-click a row in the The Document is displayed in
ImageNow Explorer. the ImageNow Viewer.

Developed 01/15/2007



Viewing Documents - Without Aspen

Introduction

With ImageNow, documents can be viewed that are linked to records in

ASPEN but without the ASPEN program installed or available. The search
function is used to access these documents.

Search

Introduction

Using ImageNow, a simple search for one condition or a more advanced

search with multiple conditions can be performed. These features are
available in the Document View of the ImageNow Explorer with the proper

search privileges.

Definitions

The search function uses the Document Key Indexes (DocKeys) to categorize

the documents into groups. Below are the Document Keys and what each

index represents.

Document Key Represents
Drawer LCE_SEC (Secured documents)
LCE PUB (Public documents)
Folder Facility ID
Resident Worksheet ID
Tab Type of File:
e Complaint
e C(Certification
Field 3 Complaint ID
Field 4 Complaints = ASPEN Survey ID
Certification =
Field 5 Depends on the Document Type:
e Complaints = Exit Date
e Resident Worksheet = Resident ID
e Certification or Licensure = Date

Developed 01/15/2007

Continued on next page
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Search , Continuved

Document Key

Represents

Document Type

Complaint Form

Resident Worksheet

Resident ID Sheet

Request for Bed Change
Remodeled to Existing Facility
Notification and response letters
Initial Application / Amended
Change of Location or Name
Decision Making

2567 POC

2567 B

Any Document
Type

A global search for any document.

Custom Properties

A pre-defined search option will display and will be
by Regional Manager.

Simple Search

Introduction

Developed 01/15/2007

In a simple search, a query can be done for documents that contain a DocKey,
like Drawer, Folder, Tab, Field 3, Field 4, Field 5, or Document Type, or a
custom property that matches a condition supplied.

Available conditions in a simple search include:

e isequal to

1s less than

is not equal to
is greater than

is greater than or equal to
is less than or equal to

Continued on next page
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Simple Sea rch, Continued

How to

Developed 01/15/2007

To create a simple search, follow the steps in the below table.

Step Action Result
1. Open the ImageNow Explorer | Explorer opens with the Views
pane is displayed.
2. In the Views pane, select
Documents.
e Ax [
= % Applets
ACO - CERTIFICATION
RESIDEMT "WORKSHEET
= J Documnents I
_] Mew Cuery Resulks
Mo Saved Quenes
3. On the Simple tab, in the Filter | See the next section if the

where list, choose one of the
Document Key Indexes to
search.

Custom Property is selected.

Simple | Advanced

Folder

Filter where

Folder
Tab

Field 5
Field ¢
Field 5

EU I.r.: Dr

Docurnent Type
apMY Document ke

skarks

_uskom Property ™

Continued on next page
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Simple Search,

Continued

How to (continued)

Step Action Result
4. Select an Operator It is recommended to use the
operator "contains" for a partial
search.
ﬂ skarks with j I_
skarts with -
‘alddends with —
ic equal ko
is not equal to
i5 QT (=]
is LT (<)
is GTE (=) —
isLTE(<=) ™
5. Type text in the field to Example: Facility ID

compare the criteria.

Simple | Advanced I

Filtet where IDrawer

- I In:u:nntains

=] |LcE_PuB

Developed 01/15/2007

Continued on next page
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Simple Sea rch, Continued

How to (continued)

Step

Action

Result

6.

To limit the search to a certain
time period, type or select the
number of days the search will
encompass.

If the option any is selected, it
will return all matching
documents without a time
limitation.

and created in lask

Do

davs G0

pe Pages

Click Go.

The document pane grid will
display any results.

Custom
Property
Selection

A custom property is a pre-defined system query. To use the custom property
option, follow the steps in the below table.

Step

Action

Result

1.

| Once the Custom Property
option is selected, a dialog box

will be displayed.

Will contain all the pre-defined
property searches for selection.

Developed 01/15/2007

Continued on next page
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Simple Sea rch, Continued

Custom Property Selection (continued)

Step

Action

Result

2.

Select one of the pre-defined
searches. At this time only one
is available. The Regional
Manager property.

Will select documents
automatically within the
Regional Manager assigned
area.

Select Custom Property

Selact & document Eypes;

Selact & oustom property:

Property Name

REGIOMAL MANKGER

o]

Carael l

Select the option and click on
OK.

The selection is populated in
search grid.

Sirnpl | Advanced I

Filker where

REGIONAL MAMN Iis equal ko

j IKim Pepperd - W

Select the appropriate Regional
Manager from drop down list

Press Go

Documents within the region
selected will be displayed.

Developed 01/15/2007
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Advanced Search

Introduction

How to

Developed 01/15/2007

In an advanced search, a search can be done for documents that meet several
different criteria with additional operators. In addition to searching for
DocKey comparisons, in advanced search, can search for specific document
properties, a specified user who created, modified, or was the last to view the
document; the date of creation, modification, or last viewed.

Document status is another category on which can be used to query
documents that are in workflow or in process of quality assurance.

To create an advance search, follow the steps in the below table.

Step Action

Result

1. In the ImageNow Explorer,
verify that the Views pane is
displayed.

2. | In the Views pane, select
Documents.

8 ImageNow Explorer
File Edit View ‘workflow Projects  Help

I= [ #%| | SaveQuen.

- [O[x]

Tab

Ready

'ﬁ . @ =y P i
Views X cnple Advanced |
#% Applets

jJ Batches Filter where and created in last [365 = | days Go
= Documents

] |New Query Resuts

Mo Saved Queries
Add... Sorting. . |
(10| 5 | orawer Folder

Field 3

Figld 4 Figld 5 Document

0 documents

L=

Continued on next page
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Advanced Search, continued

How to (continued)

Step Action Result
3. On the Advanced tab, click The Add Condition dialog box
Add. will be displayed.
Add Condition
(WL E s Document Keys
Field: IFoIder =l
Cperator: Istarts with ﬂ
Type:  [normal =l
Yalue: |
’TI Cancel |
4, Click on the down arrow and

select the condition area.

Depending upon the condition
area selected, the fields to
select vary. See the table
below for the fields available
per condition area.

Developed 01/15/2007

Continued on next page
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Advanced Search, continued

How to (continued)

Step

Action

Result

Condition

Fields Available

By Document Keys

Drawer

Folder

Tab

Field 3

Field 4

Field 5

Document Type
ANY Document Key

By Document Properties

Pages

Notes

Document ID
Creation Date
Current Version
Check-Out User
Check-Out Date
Creation User
Creation Date
Modification User
Modification Date
Last View User
Last View Date
Workflow Queue
Workflow Status
Workflow User
Workflow Item ID

By Document Status

Is in Workflow
Is in a Project

Is Version Controlled
Is Checked-Out

By All Fields

All the above options are
available

** Option not used

Developed 01/15/2007

Continued on next page
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Advanced Search, continued

How to (continued)

Step

Action

Result

5.

| In Operator, select a

comparison operator.

6.

In Type, select Normal or
Prompted.

If Prompted is selected, a
Prompt Conditions dialog box
appears requesting any the
information needed for the
search. For example: User
Name, etc.

In Value, type or select the
value for the field compared.

Depending upon the Field
selected this will be either a
text field or a drop down
listing.

Click on OK

Returns back to the Advanced
search grid.

Optional. Click Add to add
another condition.

ImageNow places an AND
between the two conditions.
This can be manually changed
to OR as needed.

10.

Optional. Sorting of the
results.

If the results are to the sorted
see the next selection for
instructions.

11.

In the and created in last
<number> days field select the
number of days the search will
encompass. Selecting any to
return all matching documents
without a time limitation.

Limits the search to a certain
time period.

12.

Click on Go.

The search will begin.

Developed 01/15/2007
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Sorting

How to

Developed 01/15/2007

To create a sort on the advance search, follow the steps in the below table.
This is optional.

Step Action Result
1. To sort the returned documents, | Sorting dialog box will be
click Sorting. displayed.
2. In Available Fields, select a The selected field is moved to
field and then click Add. the Sort By column.
| Add additional fields as
needed.
Sorting
Available Fields Sork By
Drawer = leoIder
Tab
Field 3
Field 4
Field 5
Docurment Type
Pages
ggzlsﬂent jin]
Current Version
e u |
Creation User T
Creation Date
Modification User
Madification Date
Last Wiew User
pi e =
% fecending
) Descerding
ok, | Cancel |
3. In Sort By, select the field and | This is indicating the direction
choose Ascending or of the sort.
Descending.
4. Click OK.
5. In the and created in last Limits the search to a certain
<number> days field select the | time period.
number of days the search will
encompass. Selecting any will
return all matching documents
without a time limitation.
6. Click Go. The search will begin.

23



Saving A Search Query

How to

Developed 01/15/2007

To save a simple or advanced advance search, follow the steps in the below

table.
Step Action Result
1. Open ImageNow Explorer.
2. In the Views pane, click
Documents.
3. In the Documents grid, on any

search tab, create the query to
be saved.

Simple | Advanced |

Filker where IDocument Type j Istarts with

=] | pECIsION Makg]

and created in last I 365 vl davs Go

4. On the toolbar, in the query list, | Save Query Dialog box will be
click Save Query. displayed.
| b = | [Save Queny...
o x — | <Local Queries:
Simplt ¢ S erver Queriess
I S ave Cuerny. .
Edit Query List...
i~ i--i : a = ]
5. In the Save Query dialog box, | The Query is saved locally, not

in the Name box, type a name
for the query.

on the server.

Typee % Lo=ol| ) Sener

Save OQuery Ed

M |D¢¢i=i-:n M akineg

[ o< ]

Cancel

Continued on next page
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Saving A Search Query, Continued

How to (continued)

Step Action Result
6. Click OK. Query will now be available on
the toolbar, query list.
[ € | | |Edit Query List. .
w — | “Local Queries:
SiMPl [ ecision Making
<Server Huenesy
Filket] -------------- ;

Run A Saved Search Query

Introduction

In the query list, the saved queries are grouped by Local and Server. The
security privileges determine the queries that appear in this list.

How to

To run a previously saved search, follow the steps in the below table.

Step Action Result

7. Open ImageNow Explorer.

8. In the Views pane, click
Documents.

1. Click on the query list on the Listing will drop down for
toolbar selection.

2. Select the query desired.

3. Press Go. Results will be displayed.

Developed 01/15/2007
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Set A Default View

How to

Developed 01/15/2007

To set the window with a default view, follow the steps in the below table.

Step Action Result
1. In ImageNow Explorer,
double-click any document.
2. In the ImageNow Viewer,
arrange the panes(such as
Tasks, Properties, Thumbnails)
as follows:
Pane Action
Open a Pane. On the View menu, select the
pane.
To have the pane to Click the tack button in the
automatically minimize upper right corner so that it
changes to a side position
i £ N T E o
2 - e
Y
To have the pane remain in | Click the tack button in the
the window. upper right corner so that it
changes to a down position
L T X -
2 =
Change positions of the Drag each pane to the default
panes. position desired.
3. Close ImageNow Viewer. When reopened, the panes

reappear where left.

Note: To return ImageNow Viewer to its default state, on the View menu,
click Restore Default Settings, and then in the Restore Default Settings
dialog box, click OK.

26



Resize A Document

To resize a document in the view pane, follow the steps in the below table.

Action

Result

In ImageNow Explorer,
double-click the document
image to be resized.

ImageNow Viewer and the
document will be displayed.

There are two options of how to
resize a document in the
ImageNow Viewer.

Use one of the options listed in
the below table.

Option

On the Menu bar.
Select View then Resize

Button on the Toolbar

[ Vi
. Zoom|n Ctrl+Mum +
[| <. Zoom Out Ctrl+Murn -
| Resize 3 | 4 Fitlmage F2
Fiatate b |[o=  Fitwidth F3
Smooth F6 |l FitHeght F4
Inwert F11 Maxirum Resolution
z‘ Properties F7
z‘ Tasks
z‘ Thumbnails F3
Toolbars 3
Multi Page TIFF »
Show X7 Coordinates
Status Bar
Restore D efault Settings.
v N |

With either option, select the
option on how to resize the
document, by width, height or
both (fit image).

Document will be resized.

How to
Step
I.
2.
3.
Developed 01/15/2007
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Rotate A Document

How to

Developed 01/15/2007

To rotate a document in the view pane, follow the steps in the below table.

Step | Action Result
1. | In ImageNow Explorer, ImageNow Viewer and the
double-click the document document will be displayed.
image to be rotated.
2. | There are two options of how to | Use one of the options listed in
rotate a document in the the below table.
ImageNow Viewer.
Option
On the Menu bar' VEWZwm!n Ctrl+Hum +
Select View then Resize g
\ ;nlalg v Hormal
Smooth F& 3 90° Right Al+Right Artow
Irwert F11 £ oarlett Alt+Left Arow
z‘ Propetties F7 180° Fip
] Tasks Save Image Rotation to Server
[¥] Thumbnais F9
Toolbars »
Multi Page TIFF 3
Show v Coordinates
Status Bar
Restore Default Sellings.
Button on the Toolbar
3. | With either option, select the

option on how to rotate the
document, by 90° left or right,

180° flip.

Document will be rotated.

28




Zoom In And Out Of A Document

How to

Developed 01/15/2007

To resize a document in the view pane, follow the steps in the below table.

Step | Action Result
1. | In ImageNow Explorer, ImageNow Viewer and the
double-click the document document will be displayed.
image to zoom in or out.
2. | There are two options of how to | Use one of the options listed in
zoom a document in the the below table.
ImageNow Viewer.
Option
On the Menu bar. View
Select View then Resize e T
@, Zoom Dut Crl+Mum -
Resize 3
Rotate b
Smanth F&
Irweert F11
Properties F7
Tazks
Thumbnaits Fa
Toolbars 3
Multi Page TIFF 3
Show = Coordinates
Status Bar
Button on the Toolbar
3. | With either option, select the Display of the Document will
option on how to zoom the be resized.
document, in or out.
4. | Repeat step 3 to continue to

zoom in or out.
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