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Chapter 1 Overview

Overview

Notes writer is a handy solution to all your documentation needs. A wide range of people from students,
teachers, writers and journalists to doctors, lawyers and business professionals can use Notes Writer. It keeps
your document safe and accessible from anywhere. It is also a great a way to go green and save our planet by

going paperless.

1.1 What can you do with Notes Writer Pro:

You can use Notes writer to type, write, edit, format, annotate, and draw.

You can sign documents and fill in forms in pdf.
You can keep your work organized in files, folders and sub folders.

You can sync and share all your work from iCloud, AirDrop, Email Dropbox, Box and Google Drive.

1.2 Main document manager user interface:
Tap on the Notes Writer Pro application to see the home screen.
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1.2.1 Locations of files

Easily access your files in different locations on iPad or on various cloud
locations.

Access files on your device

.'I On My iPad €
32 ilems
On icloud | Access or create files on your cloud storage
C: mems T T T T T T T T T T T T T T T e
E In Files app Access files saved in folders
0 itemme 0 U
@ Projects Access to predefined project modules
1 items B
Figures & Sketches o ________________ Use to make drawings
A O
fi iz
] Temwaes Mmoo Pccess to predefined page sizes and styles
164 items
Access saved files in the library
m Library B e
0 iterms
Use these apps to enhance your notes
@ Apps D s e e
B ilarms
% Automatic Backups D égc_(is_s_fl I_e_s_t_h_a_t_zir_e_ ?Tgr_n_a_t_lc_zily ?t_ar_]E :c (_)_C_Ic_)l_JEj_s:c ? _r ?g?
0 itarms
m Trash Access deleted files from here
O items D L Ty PRI
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1.2.2 Edit your file
You can edit, modify or rename your document.

How to rename your file
1. Select the location of your file

2. Tap on On My ipad to access files on your device.
3. Next screen appears.
4. Click on the Select button on top right corner.

Edd P Sat Mar 2 Fo43%m_

< Locations On My iPad

1. Allyour files on the device will show
up.
Tap on the required file.
Blue border appears around the
selected folder.

. m . POFs Work
4. Tap on the toolicon in the Tociy, 530 P Todity, 5:30 P

menu bar.
5. Adrop down menu will appear.

1 Document Selected

6. Select Rename from the menu.
7. Keypad will appear under the file [ Rename
name. <] Mail 1 Documents
8. Type the new name using the
keypad.
9. New name will appear under the
picture of the folder.
10. Tap Done on the keypad to save the
new name.
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7:35PM Sat Mar 2 F 00% mm 7:35PM Sat Mar2 T 190
Rename Folder Cancel Rename Folder

Cancel

F Upgrade to Full Version F Upgrade to Full Version

My Work

Today, 5:30 PM Today, 5:30 PM

1.2.3 Searching your files

You can search your files from different locations on Notes Writer Pro.

To search files
Select the location.
Pull down the screen to see the search bar.

Type in the file name to see your file.

el s

T A 54% M)

{E’r Select

10:29 AM Tue Mar &

{ Locations On My iPad -+

Q Type the text to search for
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1.2.4 Sorting Toolbar
Pull down from the top of the screen to see the sorting tool bar. Use this toolbar to sort your files according to
date and title.
Q Type the text to search for.

1.2.5 File Management

1. Tap on the Select button.

2. Choose your file to send in mail, share, or
Click here to email, share, send to cloud,

print or create pdf of your document.

edit.
B Click on the folder icon to move your file to
7 Jttenl another location on your device or cloud.
//, /”’
7’ ,’
/,' ,”, _——— . . .
K L =TT Click here to duplicate a folder or file.
’ ’ -
’ . .-
’ ’ -~
/I ,', /”’
’ ’ e
/I P ,’/ . .
/ / - Click on the trashcan icon to delete a
1 // ,/ ’,‘__—‘
,/ ”’a
-7 Click on the tool icon to rename a file or
email a file in zipped format.

1 Document Selected
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1.2.6 Creating new documents

You can create new documents in Notes writer in two ways.

1. Using keypad to type or pencil icon to write your note.
2. Copying your documents from other locations.

To create a note:

1. Open the Notes writer app.
2. Tap on alocation on your homepage.
3. Taponthe =+ icon on top right of your device.
4. Select one of the following options to create a note.
On My iPad —+ |ii {rf Select
5 New Pencil Note Y

Mew Text Mote

Mew Markdown Mote >_

Choose a Template

Mew Folder —
Copy from Files/iCloud Drive T
Copy from Drophoy

. Copy from Google Drive

—  Copy from Box

~  Copy from WebDAV

= _/

Secan a Document

To write your notes choose one of
these options.

To get files from other locations
choose one of these options as
needed to copy your file.
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2.1 How to change the color theme?

To change the color theme of your notes:

N

No v ks~ w

Open your Notes Writer pro application.

Tap on {53 the top right corner of your device
screen.

A drop down menu will appear.

Tap on Settings.

A new window will appear.

Choose a color theme from the given options.
After tapping on the color of your choice, the
color of the screen will change.

Here Pink is selected as shown in the picture.

Appprrabc s buoe

ALD-Lo g Biress

A Fles Tranakar

Sunc Fraets sith Drophos

Bl cpos P OE 2 and Ford] Robes in Bosdor Moz

O My iPad
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2.2 How to enable or disable the Automatic Backups?

L 00Nk WN

Open your Notes writer Pro.

Tap {E‘ on the top right of the menu bar.

Tap on Settings option.

A new window will appear.

Slide your finger from right to left on green button next to Automatic Backup
Automatic backup is now turned off.

To turn on automatic backup Slide your finger from left to right on the button.
The button will turn green, indicating that Automatic backup is on.

Tap on Done to save and go back.

Settings

Automatic Backups

Auto-Lock Screen

Notes Writer Settings

Themes

]
|

Settings

Automatic Backups

Auto-Lock Screen
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2.3 How to enable Wi-Fi ?

To transfer files using Wi-Fi:

1. Open your Notes Writer Pro application.

Tap on {E} on the top right corner of your

2.
screen.
3. Adrop down menu will show up.
4. Tap on Settings.
5. A new window will show up.
6. Slide the button next to Wi-Fi Files Transfer

from left to right.
7. The button turns green indicating that now
your Wi-Fi files transfer is enabled.

8. Tap on Done to go back to the home screen.

Notes Writer Settings Hotes Writer Sattings

prem— rmm—

EEN - - | ) s ]
[ rak [ owe || orew [ mex ||| mw ][ owe || onwew || mex |
Satlings Satlings

Autoenalic Backogs - Autornalic Backugss -
futo-Lack Sereen @ ) | ro-Lockseren i
i-Fi Files Transfer ¢ Wi-Fi Files Transfar (}
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2.4 How to adjust the text to speech read aloud speed?

To change the Text- to-Speech Speed:

Open your Notes Writer Pro application.

Tap on {8‘ on the top right corner of your screen.
A drop down menu will show up.

Tap on Settings.

A new window will show up.

ok wN e

At the bottom of the window you will see the

option to change the Text-to-Speech Speed.

7. Move the button with your finger from left to right
to increase the speed or right to left to decrease the
speed.

8. Tap on Done to go back.

Done Notes Writer Settings

Themes

EEE - -
[ Fink ] [ Olive | | Chermy ] [ Black ]
automatic Backups

Wi-Fi Files Transfer

Sync Projects with Dropbox

I\\_
Auto-Lock Screen " @
O

Ahways open PDFs and Pencil Motes in Reader Mode \

Text=To-Speech Speed (Slower - Faster)
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2.5 How to disable the apple pencil?

To disable the apple pencil:
Onyour iPad, tap on {2‘ .

1.
2. On the settings screen, tap on Bluetooth.
3. A menu will appear on the side.
4. Tapon @ next to Apple pencil.
5. A new window will appear.
6. Tap on Disconnect.
7. The apple pencil is now disconnected.
8. To re-pair or reconnect the apple pencil tap on the name of the device
again in the Bluetooth menu.
Bluetooth
Settings
Bluetooth Cl
Now cescovarable as "ohumar’s #ad”,
Appie 1D, iClowd, ITunes & App St. At
Apple Pench Connected (1) =
Software Update Will Be Au... @ Sz

Disconnect

Forget This Device
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2.6 How to set up security pass code?

To set up security pass code:

1. Open your Notes Writer Pro application.

2. Tapon {E‘ on the top right corner of Locations ﬁ
your screen.

3. Adrop down menu will appear. About MatasWriter Pro

4. Tap on Set Up Security Pass code. Settings

5. Anew window will open up. Set Up Security Passcode

6. Type your password.

7. You will be prompted to re-enter your SISl A TSI Fants

password. Fearhack? Contart 1s!
Re-enter your password.
9. Your security pass code is now set up.

Get Started - Video Tutor als

TUET P Wed Bl ¥ e TR e

Eruble Pariitoda Canca Erubde Parvscoda L
Emtas yois pasaeada Re-aaitar yiiur pasicads
s = | i =y
1 2 3 4 5 B 7 8 0 0 [ 1 2 3 L & B 7 8 || 9 0 <H
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2.7 How to install new true type fonts?
First copy your TrueType Font (the .ttf or .ttc extension file) to your iPad device using the iOS Files app.

To install new TrueType Fonts:

1. Open Notes Writer Pro application on

i

your device. Locations

2. Tapon "E} icon in the top right About Notac\Writer Pro

corner of your home screen. )
3. Adrop down menu will appear. Settings
4. Tap on Install your TrueType Fonts. Set Up Security Passeode
5. Once installation is complete you are Install You- TrueTyps Fonts
ready to select from various fonts to

use into your Notes Writer Pro. Fearack? Cantant ust

Get Started - Video Tutor als



Chapter 3 Annotating PDF and
Pencil Notes

3.1 Annotating and Mark up Toolbar

1:15 PM  Mon Mar 11

< B [H o

1. Open Notes Pro application.
2. Select the location On My iPad .
3. Tap and open the PDF document or pencil note you want to annotate.
4. Use the tools in the tool bar to annotate.
5. Your annotation is automatically saved.
6. Tap on the back arrow on top left corner to go back.
== = e e e oo Highlighter
Pen ------------mmmmmomommmomoo oo ; ,: [mTTTTTTmmmmmmmmmmommmmmmmomeo Eraser
Pencil  —--emmee L ,o ,: Tap to turn off
,: ' 5 f P m e the default
Taptoadd  ---oooooooooooo- I R finger tool
shapes ! ! E ; o
Tap to add text box, i ,: E :' :' E Use to cut
comment box, underline ---+ E ! E 5 v FrTTTTTTTmmoomoommomees and paste
or strike out i o 5 A ;'
RN S N -
\V A\ \:/ \"/ \‘:/ \i/ \l/ \'/ > 7 32%m_)
T/ 0PG4 0@@OO iRl

¥

Tap to select color Tap to find
for pen, pencil and additional tools
highlighter
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Pencil Notes

3.2 Additional Markup Tools

1. Open Notes Pro application.
2. Tap and open the file to you want
to annotate.

3. Taponthe + sign on the tool bar.
A drop down menu appears with
additional tools.

5. Select a tool to annotate or
markup your document.

@00 + -

Document Editor
Mew Mote

Date & Time
Image

Take Photo
Sketch

Math Equation
Link

Add Bookmark
Current Location
Saved Annotations
Page Clip

Web Clip

Clipart

Stamp

Record
Comment
Signature

Paste
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Pencil Notes

3.3 How to draw shapes in your document?

1. Open the PDF document
you want to annotate.

2. Tapon /

3. Adrop down menu of
shapes appears.
4. Select a shape to add into
your document.
5. Dragyour around the text
you want to add the shape (

icon.

R Hocm/ 0000+
a2 OO0 Jd O

1

1

1

1

1

1

1

1

1

1

1

|

1

T

1

:
Long before vou begin to write, you will begin thinking about the topic and what |

1

vou want to say. What you write will, to a very large extent, be governed by the |
Juestion that has been set. Most essay questions are carefully constructed to provide \
1

zlues as 1o how they should be answered. Use these clues 1o evaluate what vou are !
zxpected 1o do and to write, Careful analysis of the question will in wem help 1o define |
your own purpose, Your analvsis is basically an anempt to figure out what the question E
setter wants from vou and what the cssay marker is expecting from you. .
1

1

1

1

1

1

1

1

1

1

Your strongest clues are the verbs in the questions. They often provide very clear
instructions.

Discuss

anie cfements of King Lear
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Pencil Notes

3.4 How to insert images, stamps, signatures and sketches?

1. Open the document you want to annotate.

Tap‘f‘ in the menu bar.
A drop down menu will appear.

4. From the drop down menu make a selection
to insert in your document.

For example: To insert a stamp

Tap Stamp in the menu.
A new window with various stamp selections
appears.

3. Tapon astamp toinsert in your document.

Stamps

USE AN EXISTING STAMP DESIGN
[arerovED)
AL
| COMPLETED|  CONFIDENTIAL]

rrcoment, | /OID
[ PRELUANARY RESULTS |

INITIAL HERE

WITNESS

REJECTED
11119, 12:44 PM

REVISED
Y1119, 12:44 PM

3
:
H



Chapter 3 Annotating PDF and
Pencil Notes

See example in the picture below.

9:36 PM  Tue Mar 12 = A 37%m )
a0 P, = g o R
K B HocHM g0t 00000
-+ My Note 3 Math Equatio... My Note My Note 2 My Note 4 Microsoft Wo... My Note 5 0o

Writing essays

» Analysing the Question <«——Stamp
» Gathenng and organising information

» Planning the ¢ssay

» Drafting an outline
» Writing a first draft
» Revising and cditing your work i
» Producing the final version of the cssay

<— Sketch

9 <+—Signature

Writing an essay 15 your chance to make sense of the subject you are studying. It is

the best way of engaging with a topic, and it is only through this kind of engagement

that vou will really learn.
An essay is not only a test of your knowledge of a topic. When you write an essay

you are demonstrating your understanding and reinforcing your learning. It is best to

break the job down into smaller tasks which can be completed in a methodical manner.

The amount of effort you put in even before beginning to write will be critical in

determining the quality of the finished essay.

3.5 How to insert comments?
There are two ways to add comments while annotating a document.

Method 1

1. Open the PDf or Pencil Note

you want to annotate. 8 [ o c @ /& &8 &
Tap on [ﬁ in the menu bar. t E’ T = T T

3. Anew sub menu appears.

4. Tapon E! icon and tap again
on the place you want to
comment.

5. Keyboard appears.

6. Type in your comment.
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Writing essays

» Analysing the Question
» Gathering and organising information

» Planning the essay

» Dralting an outline

» Writing a first draft

» Revising and editing your work

» Producing the final version of the essay

Incomplete sentence |

Writing an essay is your chahice to make sense of the subject you are studying. It is
the best way of engaging with 2 topic, and it is only through this kind of engagement
that you will really leam.

An essay 1s not only a test of your knowledge of a topic. When you write an essay
you are demonstrating your understanding and reinforcing your learning. It is best o
break the job down into smaller tasks which can be completed in a methodical manner.
The amount of effort you put in even before beginning to write will be critical in
determining the quality of the finished essay.

If vou read this handout carefully and try to follow the guidelines in it you will lcam
to write essays in a way that will benefit you throughout your university carcer and

beyond.

Method 2

=

Open the document you want to annotate.

Tap on =+ in the menu bar.

Drop down menu of additional tools appear.
Tap on Comment.

A new window titled Note appears.

Tap in the white space.

Keyboard will appear.

Type your comments.

Tap on Done to save your comments.

W oo N R WD
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Pencil Notes

Writing essays

Note: You can drag the

comment box to your Note DRAFd

desired place on the

document.
» Produding the {  Redundant sentence. Instead write * :f %_
1 Demonstrate your understanding of X
! the subject in your essay”. g
Writing :,m essay are studying. It is
the best way of eng: il of engagement
q---------""""[C s lﬁit_y_oﬁ—“ﬂrl really I¢ =
An essay 1S not ¢ \)L‘.-—’—-‘ an essay
you are demonstrati ng. It is best to
break the job down i 2thodical manner.
The amount of effo vill be critical in
determining the qual
If vou read this h n it you will Icamn
to write essays in & ‘ersity carcer and
beyond.
Analysing the Qv ‘Q‘

3.6 How to make audio notes?

1. Open the document you want to annotate.

Tap on =+ in the top menu bar.

A drop down menu of additional tools appears.

Tap on Record.

Speaker icon appears on the screen.

Find the red record button at the bottom left of the
screen.

7. Tap on the red round button and start recording

o v ke wN

audio note.
8. Tap on the blue square button to stop recording.
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Pencil Notes

3.7 Using the scissors tool

1. Taponthe scissor"’k—"&, in
the menu bar.

2. Thenslide your finger on
the text you want to edit.

3.8 Inserting Math equations:

1. Open the document you want to markup.

2. Taponthe =+ icon the menu bar.
3. Adrop down menu appears.
4. Tap on Math Equation.
5. You will reach a new page consisting of math equations.
6. Select your equation.
7. Tapon Done.
Q VA uiill ean tha antiatinn Aan vAanir daciimant nann

1032PM Wed Mar 13 T %

K R EAScM/ 00006+ 00000 + -~
th Equatio., My Note My Note 2 My Kot 4  Microsoft Wo My Note 5 @ Math-Copy oo

Equation sheet for Physics 211, Oregon State University available from

hupwww. physics.orst.edw/ph211 in standard fayout and this Triangle

xf=x0+ vott 122 e o 9
viovghat oo —b 4 Vb? — dac
2a

axz + bx +¢ =0 L b

x = <=b 2¥b? ~dac)?2a>



Chapter 3 Annotating PDF and
Pencil Notes

3.9 How to use saved annotations?
First you have to save your annotations to use them again.

Style Ecit Copy

To save your annotations,

i
Ilr-ln complate sentence |

1. Tap on the annotation you
ce 1o make sense of the gubjec

topic, and it 15 only through tl

want to save.
2. Atool bar appears.
3. Tap on Copy.

Iv a test of vour knowledse of a tonic. W
4. Tapon ~+ onthe right of the

top menu bar.
5. Tap on Saved Annotations in
the drop down menu.

To use Saved Annotations: é + 00@®O0O + -

i Saved Annotations
1. Tapon + on the right of

top menu bar.
2. Tap on Saved annotation \E

in the drop down menu.
3. Tap on the annotation you
want to use again.
4. The selected annotation
appears on the note.
5. Dragit to place where Paste Ediit
required.



Chapter 3 Annotating PDF and
Pencil Notes

(B RocM/ 0000+ 90000 +

@ Essay Writing-Copy

WHLING exsays

« Analysing the Quesiion

= Gathering and organising information DRAF
o Plarming the essay

= [rafting an outline

= Wriing o firsz draft

= Revising nred edizing your work

o Producing the finnl versson of the: casay s]

Incamplile e nce
Wrileg b essay 1 your chanee T suke sense of the sulyject you are smdyving, s
T, and ir 5 only thesigh this kind of enpegement

thie ks wiy of enpaging with a
that youi will seadly learn,

A essay 5 0ol omly o eenof your kinowledps of o opes, WHEn yisl wits an sy
youl e davestmime vour uderslsding amd |¢|nﬁ'n¢i|'|g sour lEarmng, 1706 best
break the pods chanwen i smaller ks which can Be complened i a mehadical manner,
The amoint of elfom ORI S hefore hegmning 1o s wall be entical i
detgrmiming the quality of the linsshod vasiay,

[T wan pesad s handosst canefully s iry 10 Galliw the guidelines in it vou wall leen
Iy wrily gmeas in g oway That will benelit you throughoul vour smiversi
bovomsd.

Saved annotation

4&

Amalvzing the Chestion:

Lang bedore you begin o write, you will begin thinking abowm the topic and whai
you want to say. What you write will, to a very lape exient, be povemed by the
question that has been set. Most essay guestions are carctully consiruced to proside
chies as 40 how they should be apsmcered. Use these clues do evaboabte what you are
eapected 1o do mmd 1o write, Carefial amalyvsis of the question will in furn help w define
your awn purpose. Your analysis is basteally on micmpt to figure ol what the question
setier vwanis froen wou and what the essay nuarker is expeciing from you.

Wour strozgest eluss are the verbs & the questions. They aften pravide very clear
insructicns.

3.10 Using the Undo and Redo

Undo and redo are great features in Notes writer Pro. You can use undo to delete or reverse an action.
You can redo if you want back the deleted text or object. Redo reverses undo.

You can find the undo and redo icons on the top menu bar.

11:16 AM  Wed Mar 13 T 7 33%m

¢ R Ao M/ 0OOOb4 000O0 + -

Undo Redo



Chapter 4 Editing Text Notes

4.1 Using the keyboard toolbar

Open your application.

Tap on On My iPad.

Tap on an existing text note to open.
Tap on the open note to edit.

A keyboard appears on the screen.

A o

On the top portion of the keyboard is keyboard
toolbar which is a shortcut to many styling options.

==
Note: Click on = to see extended tool bar.

< SO0 AN > Helvetica... 12 46t [=] == [

|
=
8
==
"

%4.@_{}+&%=#-$€[1!®




Chapter 4 Editing Text Notes

Tapon © to see options to design your page.

Insert
:: Page Break
vl Camment
[1] Footnote
[-] Footnote List
— Herizontal Line
€ Web Link
i) Date & Time
i) Date & Time Short
# Current Location
= Arrows

« Parentheses

= B ]

O AN D

Helvetica...

L= == B N N N

12 & [ w B

(S e—



Chapter 4 Editing Text Notes

® Tapon 1 to see options to styling ¢ Tapon @ to use selections

vour note. to write your notes.

Default Style

Go to End
User Style 1 Go to Start
User Style 2 Go to Page
User Style 3 Paste As Plain Text
Mumbered List Double Space
Bulleted List Normal Space
Highlight Selection Clear Formatting
Highlight Green Sort Selection
Highlight Red Uppercase Selection
Remowve Highlight Lowercase Selection

TI tle S tyl e Capitalize Selection

Decrease Indent

Increase Indent
|| 1
Ve ~
E5 B/ U e 1 { N/ 0 AN D Hewetica.. | 12| 8 | (& B

L= == B N N N (S e—




Chapter 4 Editing Text Notes

4.2 How to define text styles?
You can design your notes with several text styles available in Notes Writer Pro.

To style your texts:

vk w N

Open a new text note or an existing text note.
Double tap to select the text you want to style.
Tap on ruP on the top menu bar.

A drop down menu of style selections appears.
Select from one of the given styles or choose your
own font style, size and color.

You can also bold, italicize or underline your text.

B:45PM Fri Mar 16 T as%m )
£ D) My Note & + & M

Name
Address Bl [V [S
Phone — — — ==
Email I — l = [ == —

Font Helvetica Neue Bold

Font Size 12 — +

Set as Default for New Documents |

Set as User Style 1

Set as User Style 3

L
l.
|' Set as User Style 2
I.
l.

Reset all styles to default

S0 |ule|T|m N0 AN D Hehetca. 12 & & B

ol R TS RS TEEN TR RS = - —




Chapter 4 Editing Text Notes

Tap on Styles to see more style

options. < Style Styles

Default Style
User Style 1
User Style 2
User Style 3
Mumbered List
Bulleted List
Highlight Sakection
Highlight Green
Highlight Red
Rermowve Highlight

Title Style



Chapter 4 Editing Text Notes

4.3 How to set page margins and line space?

oA & [
1. Open your text note.

2. Tapon { the top of your B - (o]

text note. . B IR
3. Adrop down menu appears. = = | =
Tap on Layout.
Fant Helvetica Neus Bold

5. Anew drop down menu
appearS. Fant Size 12 el —I—
6. Now you can select page

margins and line spacing.

£ Style Layout
7. 7. Tapon + and — signs to

increase or decrease A Zoarm; 100% A

spacing, indent and margins.

Line Spacing 1.0 — —|—
Faragraph Spacing oo — —|—
Indent — —|—
First Line Indent oo — 4
Faper Size Letter
Tap Margin 1.0 — —|—
Bottom hargin 1.0 |
Left Margin ne — 4

Right Margin 75 |



Chapter 4 Editing Text Notes

4.4 How to insert images and photos?

To insert an image: ﬁ Sy 6& ﬁ
1. Open your text note. Insert Item
Tap and place the cursor on the position
. . Insert Image
you want to insert the picture.
3. Tapon =+ in the top menu bar. Take Photo
4. Adrop down menu appears. "
Insert Signat
5. Tap on Insert Image. Nem e
6. You will now reach the photo gallery on Insert Drawing
your iPad.
7. Select a picture from the gallery. Insert Markers/Symbols
8. The selected picture will now be seen on

Header & Footer
your note.

To insert a photo:

1. Openyour text note.

Tap and place the cursor on the position :::Ie
ross
you want to insert the photo. Phone
3. Tap onthe T on the top menu bar. Email
4. Adrop down menu appears.
5. Tap on Take Photo.
6. The camera on your device opens.
7. Tapon 2= button on the screen to

take picture.

8. Tap on Use Photo on the bottom right of
the screen.

9. Photo is now inserted in your note.




Chapter 4 Editing Text Notes

4.5 Using Headers and Footer

10.

Open your text note.

Double tap on the screen to start
editing.

Tap on ~+on the top menu bar.

A list of items to be inserted
appears.

Tap on Header and Footer.

A new page of header and footer
styles appears.

Add header text in the grey area.
Select font size, color, margin and
alignment for header.

Tap on Show Header Preview to see
the style.

Tap on Footer and repeat as above
to add footer.

— ~ —]

Print Headers ()

Header Text

Author: Michael Appleseed - Page
[pagenumber] of [totalpages]

You can use the tags [title] [date],
[datelong], [pagenumber] and [totalpages]
in your header and footer text.

|_ Show Header Preview ]
Font System Font
Font Size 12 — 1

5

(= |

Top Margin 05 —

+
Text color .




Chapter 4 Editing Text Notes

4.6 How to export and share your documents?

1. Openyour text note.
i .

2. Tapon on top right of the menu bar. Send via Mail
3. Alist of locations appears.
4. Select the location to which you want to Send to App

send your document. Send to Files/iCloud Drive
5. A new window appears asking you to

choose the format in (Word, PDF, ePub, Send to Dropbox

Text, RTFD, PNG, HTML) which you want
to send the document.

6. Select the format in which you want to Send to Box
send your document.

Send to Google Drive

. . Send to WebDAV
7. To send files to Dropbox, Google Drive,

WebDAV, iCloud, you will be asked to log Add to Template Chooser
into your account before sending the

document. Create a PDF Copy

Print

Cancel Choose Format

Send “Moon Notes 2" to Google Drive as:




Chapter 5 Document Editor

Managing PDF and Pencil Note pages
Notes Writer pro allows you to edit your documents in several ways. You can add, delete, re-arrange and

duplicate your document pages. It also allows you to export your document to different locations on your iPad
or to cloud.

5.1 How to add new pages to a document?

Method 1

1. Onyour iPad location open
the PDF or Pencil note want

to edit. :
oo I
g7 [

2. Tapon ! button.
3. Adrop down list appears.
4. Select Blank page. Blank Page
5. Ablank page is inserted after
the last page of the Duplicate First Page

document.
Add After Page 1
Note: To add a page in a
certain, place scroll the
screen up or down. You will
see the option Add After
Page number.
e Tap on the option to add
page after the desired page
number.



Chapter 5 Document Editor

Method 2

© N oA W

On your iPad location open the PDF or Pencil
note you want to edit.

Tap on By grid view button.

All the pages are now in grid.

Tap on =+ in the top menu bar.

A drop down menu appears.

Tap on Add New Page.

A new menu of page style options appears.
Select page background, background color, page
size and the number of pages to be added.
Tap on Add at the bottom of the page.

5.2 How to delete a page?

1.

vk wN

-

Add Page

Page Background

O®CHd

Backaround Color

Page Size Use Document Size

Mumber of Pages 1 +

Add

oo
Tap on the O+ in the top menu bar of your open PDF or Pencil

note.
Tap on Edit on the top right corner of the screen.
Tap on the page you want to delete.

Tap on the Ein the menu bar.
The page is now deleted.



Chapter 5 Document Editor

5.3 How to Re-arrange pages?

1. Taponthe oy button in your open PDF
document.

2. You will see all the pages in grid layout.

3. Tap on Edit on the top right corner of the
screen.

4. Hold and drag the page to the desired
location on the screen.

5. Tap on Done to save the changes.

T

B wuuugml

T
i




Chapter 5 Document Editor

5.4 How to duplicate a page?

1. Tap % inthe top menu bar of your open PDF or
Pencil note.
2. Tap on Edit on the top right corner of the screen.

3. Tap on a page to select or tap on @to select all the
pages at once.

B

it
4. Tapon L to duplicate the selected page or pages.

5.5 How to export selected pages?

1. Tap on grid view button Bl | T iCloud Brive Canial
° inthe top menu bar Browse I
of your open PDF or Pencil Locations
note. & iCloud Drive s
2. Tap on Edit on the top O onmyirad —
right corner of the new [ Recenty etetea e
screen.

3. Tapon + of the top left
corner of the menu bar.

4. Adrop down menu
appears.

5. Tap on Import Document.

6. A new window appears.

7. Tap on the location of the
document to import.
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5.6 How to rotate selected pages?

1. Tap “in your open PDF document.

2. You will see all the pages in grid layout.

3. Tap on Edit on the top right corner of
the screen.

4. A new menu appears on the top.

5. Tap on a page to select or tap on @

select all page at once.

6. Tapon E to rotate pages to
landscape view.

5.7 How to copy and paste pages from other apps?

Open the PDF files on your iPad Location.
Tap =+ and select Copy from Files/iCloud Drive.
You will reach the Files app.

Eall S

Select the location like Dropbox or iCloud Drive,you want to copy the
file from.

U

Tap on the file you see on the right side.
6. The file is automatically copied to your PDF files to your iPad location.

Edit | Ty Drophox — Personal

Browse o Search
Locations . Get Started with Drophax

Taay at 527 PR - 1.1 MB

% iCloud Drive

Get Started with Dropbax P
D On My iPad AR 2%, 2019 8t §:35 M 290 oyted
Dropbox — Persanal *  Ginger Cake

Tachy at 526 A & ME

m Recently Deleted

Moon Motes 3



Chapter 6 Filling in Forms and Signing Documents

6.1 Supported form formats:
Notes Writer supports PDF Acroforms to fill in and sign forms easily on your iPad. You can use your signature to

sign documents, forms and contracts.

6.2 Filling in Form Fields
[0l Identification of Beneficial Owner (Soe instuctions.)

1 Mami of indiidual o crganizabon tat i the beneical aane T Country of Incoeezton of crganizntion
1. Open the PDF Acroform CRAIG JEFFERSON NITED STATES OF AMERICA
T 3 Typa of boredicial ounar. E bl L Copaalion LI Diwsgrcid aridy | Pativrilipy J Sirpld
you want to fill in. 1) o inst E Carvglen Wl E: Estakt [ — [ menatoal ergnaton
H O] cossved bk o e s imitil ivigan 2idlon Privan fundrion
2' Tap on the text fleld to be 4 Pasiieind fasidance kins (s, apt, or 2 ng,, of mel it Do sol use o PO, box of ineansof addres.
filled in. 27 WESTWING PLACE, MOUNT ALBERT
. i ) Cily of lown, stabe of prosinga. nchide pastal code where mpnicpriale. Country ida not abbesyiake)
3. The field gets highlighted. ACKLAND WEWZEALAND
4 Type your name and 5 hiailing addrazs f{ difarant {rom abo)
address in the hlghllghtEd i Cily of lown, shabe of prosings. nghide pastal code where mnicpale. Counlry ide nat abbeaviata ]
field. 8 U3, teupayar akalfication numbc, il Feguied f5ag inslnuzhang) 7 Foraign Lk idanitying numbe, il any foplianal

314325 -3636 ¥ sanemn [ En

5. Tap on a box to check the
box.



Chapter 6 Filling in Forms and Signing Documents

Filling in date and time:

Cicain

Lo prrvaian of oy, | @ncts ol | e scanied !;- olmaton on this done o'-i e u oy k.\-luu- " ;-H I, oo, and compiele. |
Ariber cardy wnde paraites af perary thet
—I— 0000 10 DO St (34 00 SUMOrd ) St X 10 DOntfical et & 1 10 GO 00 WA g foem fodlied,
1 2T borefoa swrar i ret o US porson,
1' Tap on the top rlght corner 3190 000 10 WIRCH 15 10 SN 5 0 00 MNCRWRly MM N 10 CONOE AR B IA00 OF Enriinisis 1) 11 LMD St 1 0 Iy O Dot &
108 BUBEE 40 a0 ender an Icomo ki ey, o o} e parir's share of 8 parmacship's efecthaly connected incoma. and
of the screen of the o pen pdf Ry Letha WSRO D eI, Ihe LEnefel Cor 1 % anesfd Aregrs s 45 e 1 e bsdent s,
Furhiimon, | suhore tia fom to be provided 13 2y wihhaiding agert Dl haa coebrol, recuipl. o ouatody of the iecome of which | an e boselcldl owwe o

document ¥y withokng sgme! Piat can daturs or make payreets of 1w ncome of whot | am [he beswdcal owrwr,
0’"’2 VY it SO D, TS
2' Drop dOWn menu appears' Sionﬂm ) S ol eelcn Jr ol arhoroed 10 Bgn b beralcol owen) nvmum%w‘ Cagooty nwheh acirg
3. Tap Date &Time in the menu. Fat Papermoe) Reduttiee Aot Netice, see separvle instucions, Gl N 200412 ton WABBEN e 22000

Current date and time appears
on the top of the page.

5. Drag the date box to the date
field in the form.

6. Tochange or delete the date
and time, tap on the field and
move the cursor to delete and

FrinmnAa fm kA mAiis AadrA A A Fma A

6.3 Adding your Signature

1. Tap ~+on the top right corner
of the screen of the open pdf
document.

2. Drop down menu appears.

Edit Signatures +
Tap on Signature in the drop

down menu. /I/[/L/V‘—/L
4. A pop up window appears.
5. Sign with your finger or apple S

pencil in the blank space.

6. Tap Done.
7. Signature box will appear on /@Z/“’
the form.

8. Drag the signature box to the
signature field in the form.
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Storing Signature

Cancel Add Signature Done

1. Follow the steps 1to 5 for
Adding Signature.

2. Tap Store Signature.

3. Your signature is stored for
future use.

Note: You can store several signatures

by tapping + and following the steps
1to 3 and choose one to fill in the
form by tapping on the desired

R L TR TN

6.4 Add Customized stamps

1. Tap on your PDF document to open it.

Tap on =+ icon.

A drop down menu appears.

Tap on Stamp in the dropdown menu.
A new menu of stamps appears.

Tap on Custom Stamp.

N o vk wnN

Type your on text to make your custom

stamp.

8. Tap on Color to change color of the
stamp.

9. Tap on the color wheel to select your
color.

10. Tap on the color bar to select the right
shade of your chosen color.

11. Tap on Create Stamp to go back to the
previous window.

12. Tap on Add to add the stamp to your
document.

13. Drag the stamp to reposition at the
desired location.

14. Tap on Add to create your custom

stamp.

Custom Stamp

cusToM| >
Change text and color

¢ Stamps  Create Stamp Add

INCOMPLETE
4/2719, 7:26 PM

Text Incompleta

Color .

Date ()
Time 0



Chapter 7 Exporting and Sharing your Documents

7.1 Supported file formats for exporting Text notes and Pencil Notes

Notes writer Pro acts as a great tool to convert your documents into a format of your choice. Before exporting
your documents to other file locations on your iPad or cloud drives or even mailing, you can choose to change
the format of your document into PDF, TXT, HTML, RTF and ePub.

7.2 Export documents from the document browser:

. Send via Mail
Open your document location.
2. Tap the Select button on top Send to App
toolbar.
Send to Files/iCloud Drive
3. Tap the document you want to

select. Send to Dropbox
Tap the m button
5. Tap the location you want to

send your file to. Send to Box

6. A menu of formats appears.

Send to Google Drive

Send to WebDAV
7. Tap on the format in which you

want to send the document. Add to Template Chooser
8. You will have to log into your Create a PDF C
. reate a 0
Dropbox, Google Drive, Box or Py

WebDav account to send your Print



Chapter 7 Exporting and Sharing your Documents

Cancel Choose Format

Send “Moon Notes 2" to Google Drive as:

7.3 Mailing documents and folders:

How to mail a document?

1. Open the document browser.
Tap on Select in the top menu bar.
3. Tap on the document you want to

send in mail.
Rename
4. Tapon button on the top menu
bar. .
5. Tap on Mail document. M Mail 1 Documents

6. Type the recipients email address
and tap on Send to send the
attached document.
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Cancel Ginger Cake Send
Tor abc@snailmail.carm +
CofBoe:

Subject: Ginger Cake

=

Gingar Caka rtf

Sent from my iPad

How to mail a folder as a Zip file:

1. Open your PDF documents D Rename
browser.
Tap Select in the top tool bar. ch
ange Folder Cover

3. Tap on the folder you want to
mail.

@ Enable Passcode
4. Tapon button in the top

menu bar. m Email this Folder

5. Tapon |I| in the drop down
menu.

6. Type the recipients email
address in the new window.

7. Tap on Send button.

8. The PDF folder is emailed as a zip
file.
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7.4 How to print a document?

Send via Mail
1. Tap on Select in your document
browser. Send 1o App
2. Tap on the document you want to Send 1o FilesfiCloud Drive
print.

Send to Drophoy
3. Tapon m button.

4. A dropdown menu appears.

Sand ta Gaogle Drive

5. Tap on Print in the dropdown Sand to Boy

menu.

6. Choose your printing options, like Send ta WehDaY

the number of copies you want to Add to Template Chooser

print.
. . Create a POF Copy
7. Tap on Print to print your

document. Print

7.5 How to merge PDF and Pencil Note files?

1. Tap on Select in your PDF [1] Merge 2 Documents
documents browser.
2. Tap on the documents you M Mail 2 Documents

want to merge.
3. Tapon button.

4. Tapon D__*j in the drop
down menu.

5. The selected documents
come together in one file.



Chapter 8 Sync documents across Devices and Apps

8.1 Using On iCloud Location:

Notes writer allows you to sync iCloud across your iOS devices and computers. When you create or copy a

document or folder in iCloud in Notes Writer application, you can access the document or folder from another

device too by syncing the two devices. To sync two devices open your same iCloud account on both the devices
like your iPhone and iPad. Any edits made in the document on one device will be automatically updated on the

other device.

8.2 How to sync documents using Dropbox, Box or Google Drive?

1. Tap OniPad in Locations.

Tap on =+ button.
Tap on Copy from Dropbox in the drop
down menu.
A new window appears.

5. For the first time you are asked to login to
Dropbox.

6. Allow Notes Writer to access your files and
folders in your Dropbox.

7. Tap the file you want to import.

8. The document is copied.

9. Tap on the document.

10. Tapon ﬁ button.

11. Tap Sync Now-Dropbox.

12. Any edits done in the document will
automatically be synced in Dropbox.

S Sync Now - Dropbox
Send via Mail

Send to App

Send to Files/iCloud Drive
Send to Dropbox

Send to Google Drive

Send to Box

Send to WebDAV

Send to Photos

Preview Final

Print
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8.3 How to use the In Files app to send documents to Notes Writer?
You can use the Files app to import /export or copy from any file provider installed on your iPad, like Dropbox,
Google Drive, Box etc. To install Dropbox, One Drive etc.

For example to import files from Dropbox via In Files App:

Install Dropbox. Edit
2. Open Files app.
3. Tap Edit button and add Browse
Dropbox option. .
4. Open the Notes Writer Locations
and select On My iPad % iCloud Drive
location.
5. Tap and select Copy D On My iPad

from Files/iCloud Drive. m Recently Deleted
6. Tap Dropbox.
7. Tap the file you want to
import.
8. The file is copied to On

My iPad location.

[

Edit - Dropbox — Personal

BI'OWSE 0, Search
Locations . Get Started with Dropbax

Tacay at 527 B - 1.1 WE

% iCloud Drive

Get Started with Dropbax P
D On My iPad Apr 20, E0TE at H:i36 PN 240 oviey
Drophox — Persanal *  Ginger Cake

Taiay at £:26 P & ME

m Recently Deleted

Moon Motes 3

Note: You can also send documents to other apps. Select your

document and tap ﬁ button. Select Send to App option.
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8.4 How to edit “in-place” documents using the “In Files app” location?

Editing documents in-place means that you can use other apps on your device to modify the files within Notes
Writer without duplicating them first as long as the other app supports in-place editing as well. You can use in-
place mode in In Files app to edit external documents from location like Dropbox, iCloud Drive, etc. If, the
other app doesn’t support in-place editing then copy the document.

1. Open In Files app in Locations.
Tap on the location you want to use, like
iCloud Drive, Dropbox etc.

3. Tap to open the file you want to edit.

4. The open file is now ready to edit in its place.



Chapter 9 Templates

9.1 What is a template in Notes Writer?

Notes Writer provides templates that are preset designs with a format that can be used for generic documents
like forms or resumes. You can choose from cards, calendars, forms and papers which are ruled, have various
background designs and graphs.

9.2 How to use the “Templates” location to create new documents?

Tap to open Templates in locations page.

2. Inthe template browser tap on the category of template you want to use
for Cards, Calendars, Forms, etc.

3. In Papers category, you have various page designs options to choose
from. You can select from circular, graph, round, square etc.
Tap on the page you want to use.

5. The page is automatically copied in to your iPad location as a text
document where you can make edits in the page.

Cards Calenciars Maw Templaze
Nay 1, 2019, 337 P tar 13 20799, A28 4 har -3, 3018, 128 AM

Pagers RTF Fcrmat visa_form
Mar "3, 018 £.58 AM War1s 2009, 925 AWM Mar g, 2018, 9.37 oM
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Circular & Palar Graphs Misc
Mar 13, 2019, 9:38 AN Mar 13, 2015, 9:28 A Mar 13, 2015 9:28 AM
Music Squares Triangles & Hexagans
Mar 13, 2019, 9:38 Al Mar 13, 2018, 9:28 AN Mar 13, 2018, 9:25 AM

Write.

Writing & Note-taking
Mar 13, 2019, 9138 Al
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n = ™ e P & B T S
{ B Aol oldedL 00800 —

ity Mot 10 bty Maote 11 = MlicrosEalt Worel = a4 narro lin,

TETA EEN
e A Template test 1

9.3 How to add my own templates in Notes Writer?
To add your own template, you simply copy any RTF, PDF or Markdown file into Templates folder. It will
automatically become a new template to choose from.

ations Templates A e
Mew Pencil Note

MNew Text Note

Mew Markdcwn Note

Choose a Template

New Folcer

Cepy from Files/iClouc Drve

Ccpy from Drophax

Cards Ccpy from Google Drive
May 9, 2018, 3:52 PN Mar*

Ccpy from Box

Cepy from WebDAY

Scan a Dacumrent

Papers R™F Formet visa_form
Kwr 13, 7019, B:38 Al M 13, 2018, 9:38 AN Wi 5, 2019, 3:ET AN
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9.4 How to re-order the templates in the “template browser” view?

Templates are alphabetically ordered. To re-order templates in your choice of order, just rename them with a

number and a letter as the first two letters on the title.

For example, go to the “Templates” location, open the “Papers” folder then “Writing & Note-taking” subfolder. There

you can find the “Note Lined” template, tap the name to rename it then type “1 A Note Lined”. This name will make it
the first in the list. See attached screenshot. You can use names like “2 A Lined” or "3 A Doublelined” to move them to
the second and the third place.

Rename Document

ad-narrow-lined-paper-with-margin «

Mar 13, 2019, 9:38 AM
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10.1 What are the tree-like projects in Notes Writer?

Notes Writer provides a special feature in projects where projects can be developed in a tree-like hierarchy.
This feature enables you to develop, design and access any document at any hierarchical level individually in
the project. This means you can start to design your project even before you actually begin to write the project.

10.2 How to create new blank projects in the “Projects” location?

Tap Projects on Locations page.

Projects ot
Tap + on the top right corner of the
screen. Linlink Drophox
Select New Project in the drop down Mew Project

menu to create a new blank project.
Mew Project (Scrivener 3)

Import Project from Dropbox
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10.3 How to import Scrivener projects via Dropbox?

Projects f";;
1. Tap Projects on Locations
page. Linlink Drophox
2. Tap +on the top right
corner of the screen. New Project

3. Select Import Project from
Dropbox in the drop down

menu to create a new blank Import Project from Drophox

Mew Froject (Scrivener 3)

10.4 How to sync a project via Dropbox?

Motes Writer Settings

1. To sync Dropbox with Notes —
writer: -

2. Open youriCloud browser. l s ” Sk ‘ ) Grass

3. Tap on settings button.

Pirik | Gie || chemy | B ack
4. Tap on Settings in the drop down
menu. Sattings
5. A new window appears. Auloinalic Backuss _
6. Swipe your finger from left to
Alto-| ok Scresr o

right on the button next to Sync
Projects with Dropbox. Wi =TFiles Transfor
7. The button turns green

O ;

o i Syne Frojocts wita Drookox
indicating that sync is turned on.

Mlwavs apen 20OCs and Fancil Motes in Resder Vooe
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10.5 How to add new documents to a project?

New Text Note

1. Tap the project you want to
use. New Pencil Note
Tap‘f‘ on the top menu bar.
Tap the type of document you New Markdown Note
want to select from the
dropdown menu.
New Folder
A new document is added.
5. Rename the document in the

Copy from Dropbox

pop-up window.

Copy from Local Documents

Scan a Document

10.6 How to create new folders in a project?

1. Tapto open the project you want < +

to use Bincier

’ 18 iteras - wel - Last Sy -

2. Tap‘|‘ in the top menu bar. Mew Folder
3. Tap New Folder in the dropdown N lers

menu. |-'-' | Untitled
4. Anew folder is added. UL L LS
5. Rename the new folder in the |n | -Tr'zle ?1 U

oy, 11214 Ak - W

op-up window.
pop-Up | Tide2
| Tuday, 71217 fkd - w0

|"" Title 1
| Today, TI=11 fkd - a0

Draft

L= dilem - vl
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10.7 How to rearrange files and folders in a project?

1.

Open the project you want to work on.

Tap Edit on the top right corner of the screen.

Tap and hold the document you want to rearrange until it

turns black.

Now drag it to the desired position.

Binder

12 iemns - wil Last Synci

Hew Folder
Mo tems

Untitled
Featerday 11.54 Al - wil

Title 3

Festerday, 1174 &M - wnl
Title 2

Festerday, 1171 AW - WD
Title 1

Yoasterday, 1171 Ak - sl
Draft

Tilern - vl

Research

M il

Trash

Silemes vl

Binder

12 iters - Wil - Last Syno: -
Mew Foldar
Mz iterts
Untitled

Fastancay, 11:54 Al - wl

Itle
Fastaal, 11377 AM - Wil

Title 1
Vestaay, 1110 AM - wl

Draft

1 ket - w0

Research
Mo ers

Trash

3 iterns - W

Bindear

TZ temes - wih - Lasi Eyne: -

L%

(]

Mew Falder

Mz Remz

Untltled

wasbarciay, 17 LA Ak - ow s

Tiths 1
Waskarcay, 1171 &AM an0

Title 2
Waskartaw 1171 Akl A

Title 3
Wasbareay, 1174 8wl

| Draft
Toam o
Untitled
sesdarsay 100 60

Resaarch
M famsa

Trash

AIEMs - vidl
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10.8 How to search words and documents inside projects?

Cancel Search
1. Open your project you
peny projecty 2 How 4 o
want to work on.
2. Tap the loupe buttonQ . .
ph pe bt ) 1- Title 2
3. Inthe pop-up window, Title 2 How to make pizza? What ingredients da you need? How
type the text you want to much time does it take?

search for.
_ _ Today, 4123 PM [ 1 KB
4. You will see the results in

the window itself.

2 - Title 1
Title 1 Hi, how are you? Where have you been lately? Dwas trying to
reach you but no luck, How [z yaur business running?

In this picture, the word how
has been searched. The search
results are shown across all the

documents in the project. Today, 4:22 PM /1 KB

10.9 How to Zip a project and email it?

1 Item Selected
1. Open project location.

o

Tap Select. |: Rename
3. Now tap on the project
you want to mail.

4. Tapon , —1| Enable Passcode
5. Tap Email this Folder to
mail the zipped project.

\~+] Change Folder Cover

| !l Email this Folder

=
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