Viewing and sorting pages within multipage Image Document

File Stream has a lot of flexibility to manipulate the pages which make up a
multipage document. To access these features:

e Firstly Highlight your document and from the ‘Standard’ Ribbon open
the dropdown arrow under the ‘Image View’ icon and select the ‘Single
Page View’ option
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¢ The individual pages are displayed; you can adjust the size of the
window to display more pages if required and close any panels you do
not need. You may also want to open the ‘Split Image’ view option which
makes it clear which page you have highlighted.
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Main Office.
Hazards

1. Work station layouts and Chairs
i 2. Trailing Wires =
3. Overhead Lighting
4. Protruding Obstructions
5. Shelving issues
6. Damaged property — not repaired

Who might be harmed?

« Al staff working in the office.
« Al visitors and field staff attending the premises
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What is needed to control the above
risks/hazards?

1. Work Stations

« Work station assessments are carried out on an annual
basis with the employees at their annual review.

« All new staff are asked to read the HSE booklet * Working
with VDU s *

« Al Office staff are provided with adjustable lumber
supported chairs.

* All staff are advised that anti-glare screens, wrist rests
and document stands will be ordered at their request
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e The tool bar at the top of the Single Pages window allows you to:

Save highlighted pages as new documents

Change the page order

Sent to, Print, Email, Fax selected pages

Delete selected pages

rChange Page Order
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k) save and Exit

NB. It is worth remembering that the ‘Convert to Image’ feature found on the
‘Document’ Ribbon allows non image type documents to be converted to
image files which can then be manipulated as detailed above.




