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Web client and Desktop App 
Circuit Expert is a collaboration tool that can be used for supporting engineers or technicians in a 
remote location. Expert engineers from the office can assist or provide guidance. 

Signing in to Circuit 

Sign in using the email address and password associated with your account: 

1. In the Email box, type the email address associated with your account. 

 
2.  In the Password box, type your password. To show your password, click . 

If you can’t remember your password, click Forgot password? Type the email address associated with 
your account, and then click Send email. An email with a link to reset your password will be sent to you. 

3. Select the Accept safety notice and Circuit terms check box. 
4. If you are using the web client and want to ensure that you are not signed out after an extended 

period of inactivity, select the This is a private computer check box. 
5. Click Sign in. 
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Conversations/Calls 

Starting a conversation with experts 

You can start a conversation with one or more people for remote support, i.e. an expert conversation. 
You can start the conversation with any person and add others later if they are needed. 

 

1. Click the green plus icon . 
2. Optionally, enter a title for the conversation. 
3. Enter the email addresses of one or more people that you want to start a conversation with or 

select their names from the list of recent contacts. 
4. Optionally, enter a description for the conversation. 

5. Click the start conversation icon . 

A new conversation will be created. 

You can also create a conversation with the selected expert(s) and start – at the same time – a call with 

them by clicking the start call icon . 

You can have multiple conversations with the same group of people. 

Starting a call with experts 

You can start a conference call with one or more people for remote support. 

1. Start a conversation or select an existing one. 

2. Click  to start an audio conference or  to start a video conference. 

The conference session starts and is made available for joining, and all participants will hear a 
notification sound. 

On the other participants client, the message Conference in progress will be displayed 

under the conversation title in the conversation selector. 

Your microphone is automatically muted by default, unless otherwise configured by the 
administrator of the domain that the conference belongs to. You need to unmute your microphone 
when you want to talk. 

3. If you want to ring out the people rather than wait for them to join. 
a) with 10 or less invited participants, click Ring all. 
b) in a larger conference (more than 10 participants), the button Ring all will not be 

displayed, since ringing everyone out can cause a lot of annoyance. 

If there are specific persons that you are waiting to join a conference, you can also ring out those 

individuals. To do this, click the Add to conference icon  on the call action bar and select Add 
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people. This will suggest members of the conversation that have not joined the call yet. Select the 
persons you want to ring out and click Add. 

By default, people who answer the call join the conference unmuted, unless otherwise configured 
by the administrator of the domain that the conference belongs to. 

4. To leave an active conference, click Leave. 
5. To rejoin an active conference you left, click Join conference. 

Adding video to a call 

At any time during an audio video, you can add video to the call. 

1. You are on a call. 

2. Click  to start transmitting your video. 
A preview of your video is displayed at the bottom of the call view. 

Testing your audio/video settings 

To ensure that your microphone and camera are functioning properly for your calls, use the Test call 
feature. 

It allows you to perform a test end-to-end call and check the connection to our servers, as well as the 
setup of your devices. Based on the results you can for example, decide to use video call or continue 
with audio-only call. 

1. To test whether your speaker, camera and microphone are working properly when using Circuit, 
click your user name and then click Settings. 

2. Click Audio/Video and then: 
a) under the Audio output area, choose from the drop-down list the audio device where you 

want the audio from Circuit voice conversations to be played. 
b) under the Ringing output area, choose from the drop-down list the audio device that you want 

to ring when you get a call. 
c) under the Microphone area, choose from the dropdown list one of the audio devices. 
d) under the Camera area, choose from the drop-down list one of the video devices. 
e) under the Testing your connection area  

• click Audio test call to start an audio test call. 

After the beep, speak into your microphone to record a short audio message that will 
be played back through the selected sound device. 

• click Video test call to start a video test call. 

After the beep, record a short video message that will be played back to you. 

Changing audio device and camera 

You can quickly check and change your audio output, microphone and camera device. 

1. Click  at the top right area of Circuit. You will see only the available devices. 
2. Under the Audio devices area, choose the device you want to use for calls in Circuit. 

When you select a device, you choose both the microphone and the speaker of the same device. 
The selected device is checked. 

3.  Under the Camera area, choose the device you want to use for video calls in Circuit. 
4. Click Save. 

Note: If you want to use different devices for audio input/output, click More options and customize 
your choices. You can choose a different audio device and a different microphone. 
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Adding participants to a call 

You can add someone to an ongoing call, without permanently adding them to the conversation. 

1. Start or join a conference call. 

2. Click the Add to conference icon  on the call action bar and then select Add people. 

Note: When you make this selection, it will suggest members of the conversation that have not 
joined the call yet. 

3. Enter the email of the person you want to add to the call into the Search box. 

As you type in, a list of suggested names is displayed to select from. You can select to ring out to 
the person on their Circuit clients. 

4. Click Add. 

Actions during an active call 

 

Figure 1: Conference call – default view 
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Figure 2: Conference call – focus view 

 

Switching to mini, normal or full screen view while on a call  

While you are on a Circuit call, you can easily switch between the normal call view and a more compact 
one (mini view) that lets you chat or focus on other tasks within the conversation while still being able 
to see the call stage and call action bar. You can, also, switch to full screen view if you want to have the 
whole screen devoted to the call. Full screen view hides everything but the call window and 
conversation header. 

1. To switch from normal or full screen view to mini view, click Switch to mini view . 
2. To switch from mini view to normal view, choose one of the following: 

• Click Switch to normal view . 

• Double click anywhere on the call stage. 

3. To switch from mini view to full screen view, click Full screen  
4. To switch from normal view to full screen view, choose one of the following: 

• Click Full screen  

• Double click anywhere on the call stage. 
5. To switch from full screen view to normal view, choose one of the following: 

• Click Exit full screen  

• Double click anywhere on the call stage. 

While you are on a call in normal or full screen view, a green dot appears next to the Conversation 
button in the conversation header once a new message arrives in the conversation. A preview of the 
message is, also, displayed for a few seconds. 

Maximizing your video 

While you are on a Circuit video call, a preview of your own video appears at the bottom of the call 
screen. Any time you want during the call, you can maximize your own video, and have it displayed 
larger on the screen. 

This is particularly useful when you want to ask other participants for remote support as you can use 
your device to point to the problem and make your problem description even more accurate. You can, 
then, check on your screen to make sure that other participants have a clear view of it. 
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1. You are on a video call. 
2. Click on the preview of your personal video at the bottom of call screen to bring it on focus. 

Show call on a separate window 

While you are on a Circuit call, you can easily open the ongoing call in a separate window from the main 
Circuit application. 

1. To open the call on a separate window, click Show call on a separate window . 
2. To move the call window back to main Circuit application click Move call window back to main 

Circuit application . 

Moving an active call between Circuit devices 

You can seamlessly move a call between Circuit devices, even if the devices are running on different 
platforms, e.g. iOS, Android and Web PC. 

1. Sign in with your Circuit account on two or more devices, e.g. on a mobile device and on a PC. 
2. Answer the incoming call on one device. 

The conversation status Remote call is displayed on all other clients and devices on which you 
signed in (inactive devices). 

3. To pull the active call from the active device call to another device: 

• On the web client and Desktop App, click Pull to pull the call to this client and device. 

• On the mobile client, open the conversation. When prompted, swipe to pull the phone call to 
this client and device. 

Once you pull the call, the previously inactive device becomes the active device answering the call. 

Note: Once you are muted in a Circuit call and you pull the call to another device, you will remain muted 
until you decide to unmute. 

More options during an active call 

Pinning my own video  

During an ongoing call with an expert you can pin your own video to view in full screen what you are 
transmitting. 

1. During an ongoing call click . 

Your video is displayed as thumbnail at the bottom of your screen. 

2. Click on your video to bring it on focus view. 

3. Click   on the bottom right of your video view to pin your own video. 

You can pin up to four items including video, screenshare and whiteboard. A counter is displayed on 
the pinned video icon showing how many videos you have pinned. 

If you want to unpin the video, click  on the bottom right of your video. 

Pinning a call participant  

During an ongoing call you can pin the participants to view them even when the participants do not 
speak. If the participant is sharing a video or a screenshare then this will be visible during the call even 
when the participant does not speak. 

1. Click on the avatar of a participant to bring them into focus. 
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2. Hover over the avatar and click  to pin it. 

You can pin up to four items including video, screenshare and whiteboard. A counter is displayed on 
the pinned items icon showing how many items you have pinned. 

If you want to unpin a video, hover over the video and click . 

Taking a picture from video or screenshare 

You can take a picture from a video or a screen share session. 

1. You are in a call with an active video or a screen share on focus view. 

2. Click  on the bottom right of the video to take a picture. 

3. Click  to download the picture. 

4. Click  to send the picture to the conversation as an attachment. 

5. Click  to start a whiteboard with the picture in the background. 

Pointing into a participant’s video 

You can point into another participant’s video. 

1. You are in a call with an active video or a screen share on focus view. 

2. Hover over the video or screenshare on the call stage and click . 
3. Switch the Pointer slider to ON (green). 
4. You can change the color of the pointer by selecting one of the available options. 
5. You can change the size of the pointer by maximizing or minimizing it. 

Recording audio, video and screen sharing 

During a conversation, you can record the audio, video and screen sharing of a Circuit conference.  

Recordings are considered a common resource of a conference, so everyone participating in the 
conference can start, stop, resume or delete the shared copy of the recordings. However, if the 
conversation is moderated, only moderators can start, stop, resume or delete the recordings. 

All participants of the conversation can listen to or view the recording on demand, as well as download, 
distribute or edit the recording locally. 

By default, any screen share or the active speaker video is recorded. If both are shared during the 
conference, only the screen share is recorded. At any time during the conference though, you can select 
to record the video of a specific participant instead of the video of the currently active speaker. 

• To start the default recording of the conference, click the ellipsis (...) icon on the call action bar and 
select Start recording. 

The recording status in the bottom-left area of the conference view indicates the duration of the 
recording. 

All conference participants are informed about the ongoing recording via notification. 

• To have the video of a specific participant being recorded, hover over the participant’s video on 

the call stage and click . 

If no conference recording is already in progress, this will start the conference recording.  

If a conference recording is already in progress, this will change the video that is being recorded.  

The video that is being recorded is now the video of the specific participant and all conference 
participants are informed about this. 



 

9 
 

• To stop or pause the conference recording, click the ellipsis (...) icon on the call action bar and 
select Stop recording. 

If the video of a specific participant is currently being recorded, you can alternatively hover over 

the participant’s video on the call stage and click the stop recording icon . 

The recording status indicates that the recording has been paused. 

• To continue the conference recording, select one of the following: 

• click the ellipsis (...) icon on the call action and select Resume recording. 

• hover over a participant’s video on the call stage and click . 

Once the conference ends, the recording is stopped automatically. A recording will be processed and 
attached to the conversation feed, available for everyone in the group conversation to access. 

Messages 

Sending text messages 

You can easily send a message to other participants while in a conversation. You can send a message to 
start a new topic or to reply to an existing one. 

1. Start a new conversation or select an existing one. 
2. To start a new topic: 

a. Click Start a new topic to the bottom of the conversation view. 
b. Optionally, type a title for the topic in the Topic title field. 
c. Type your message describing the topic in the next input field. 

If you want to take advantage of the full height of the conversation feed while writing the 
message, click the up-pointing arrow above the editing area. To return to the default view, 
click the down-pointing arrow (which replaces the up-pointing arrow as soon as you click 
it). 

d. Click Send or press Ctrl+Enter. 
3. To reply to a topic: 

e. Find the topic you want to reply to. 
f. Click Reply to this topic that is located at the bottom of the topic. 
g. Type your message in the input field. 
a. Press Enter. 

Sending attachments 

You can add up to 10 attachments to a message: 

• Create a new message or edit an existing one. 

• To add an attachment, do one of the following: 

• Click the paper clip icon  next to the message box, browse for and select the file(s) that 
you want to attach, and click Open. 

• Copy an image to clipboard and paste it directly into the message box. 

• On your computer, browse to the files you want to attach, drag those files and drop them into 
the message box within Circuit. 

A preview of the attachment(s) is displayed. 

• To remove an attachment before sending the message, click in the upper right corner of the 
attachment. 

To remove all the attachments at once before sending the message, click X in the upper-right 
corner of the attachments preview area. 
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• To send the message with the attachment(s) to the conversation: 

• Click Send or press Ctrl+Enter if you are creating the message in rich text mode. 

• Press Enter if you are creating the message in non-rich-text mode. 

• Click Save or press Ctrl+Enter if you are editing an existing message. 

The attachment is sent to the conversation. 

Note: Currently, the size of the attached file is by default limited to 1GB. 

Zooming in and out on an image  

You can zoom in and out on an image that you preview. 

• Click on an image attached to a message to preview it. 

• Click  to zoom in on the image. 

Each time you click the zoom in button, the image will increase until it reaches the maximum zoom 
level. 

• Click  to zoom out from the image. 

Each time you click the zoom out button, the screen will decrease until it reaches the original zoom 
level. 

• Click  (Fit to screen) to resize the image on its original size. 

Previewing a PDF attachment in a message 

Hover over the attached pdf file and click the Preview icon . 

The file is shown on your screen and you have the following options: 

1. Scroll in the document to read it. 
2. Select the left or right arrow at the top of the page to move between the document’s pages.  

Alternatively, you can write the number of the page and press enter to navigate to the specific 
page. 

3. Click  at the top of the screen and type the word or words that you want to search in the 
search box. 

4. Click  at the top of the screen to download the pdf document locally at your computer. 

5. Click  at the top right side of the page to view the file in full screen. 
6. Press Esc to exit full screen and return to the previous pdf view. 

7. Click  at the top of the screen to zoom in. 
Each time you click the zoom in button, the screen will increase until it reaches the maximum zoom 
level. 

8. Click  at the top of the screen to zoom out. 
Each time you click the zoom out button, the screen will decrease until it reaches the original zoom 
level. 

9. Click  at the top of the screen for more options. You can choose one of the following: 

• Rotate clockwise 

• Rotate counterclockwise 

• Text selection tool 

• Hand tool 

10. Click  or  at the top of the screen to exit pdf view and return to the conversation. 
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Circuit Desktop App 

Circuit Desktop App provides an excellent way to access Circuit on your desktop computer without 
having to open one more tab in your browser. It supports all the features of Circuit on the web and 
more. The app:  

• allows you to open each conversation into a separate window so you can more easily manage 
multiple active conversations, 

• allows screen share initiators to enable the mouse pointer for viewers to draw attention to specific 
points, 

• allows screen share participants to request remote control of the shared screen, 

• runs from the system tray (notification area) on Windows, can launch automatically when your 
system starts. 

Circuit Desktop App can be installed on Microsoft Windows (7 or later, 64-bit version) or Apple Mac OS 
X (10.6 Snow Leopard or later). 

 

• To download and install the Circuit Desktop App: 
a) Click your user name and navigate to Settings > Extensions. 
b) Locate the Circuit Desktop App extension. 
c) Click Download and wait for the file to download. 
d) Double-click the downloaded file (CircuitSetup.exe) and follow the on-screen instructions to 

install the Circuit Desktop App. 

Circuit will launch automatically once it is installed. 

 

• To uninstall the Circuit Desktop App: 

• On your Windows system 
a) Navigate to Control Panel > Programs > Programs and Features. 
b) Locate the Circuit <version number> program and click Uninstall. 
c) Follow the on-screen instructions to uninstall the Circuit app on Windows. 

• On your Mac OS system 
a) Go to the Finder in OS X. 
b) Navigate to the Applications folder and select the Circuit Desktop App. 
c) Either drag the app icon to the Trash or right-click and select Move to Trash. 
d) Right-click on the Trash can and select Empty Trash. 

Circuit Desktop App will be removed from your computer. 
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Mobile clients 
Circuit Expert is a collaboration tool that can be used for supporting engineers or technicians in a 
remote location. Expert engineers from the office can assist or provide guidance at any time. 

Signing in to Circuit 

You must sign in using the email address and password associated with your account: 

1. In the Email box, type the email address associated with your account. 

 

2. In the Password box, type your password. To show your password, tap . 

If you can’t remember your password, tap Forgot password? Type the email address associated 
with your account, and then tap Send email. An email with a link to reset your password will be 
sent to you. 

3. Select the Accept safety notice and additional Circuit terms check box. 
4. Tap Sign in. 

 

Conversations/Calls 

Starting a conversation with experts 

You can start a conversation with one or more people for remote support, i.e. an expert conversation. 
You can start the conversation with any person and add others later if they are needed. 

1. Tap the green plus icon. 
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2. Optionally, enter a title for the conversation.  
3. Enter the email addresses of one or more people that you want to start a conversation with or 

select their names from the list of recent contacts. 

4. Tap Start on the iOS mobile client or on the Android mobile client. 

A new group conversation will be created. 

You can have multiple conversations with the same group of people. 

Starting a call with experts 

You can start a conference call with one or more people for remote support. 

1. Start a conversation with the expert(s) you want to call. 

2. Tap  to start a conference. 
The conference session starts and is made available for joining, and all participants will hear a 
notification sound. 
On the other participants client, the message Conference in progress will be displayed under the 
conversation title in the conversation selector. 
Your microphone is automatically muted by default, unless otherwise configured by the 
administrator of the domain that the conference belongs to. You need to unmute your microphone 
when you want to talk. 

3. If you want to ring out the people rather than wait for them to join. 
a) with 10 or less invited participants, click Ring all. 
b) in a larger conference (more than 10 participants), the button Ring all will not be 

displayed, since ringing everyone out can cause a lot of annoyance. 

If there are specific persons that you are waiting to join a conference, you can also ring out those 

individuals. To do this, tap the Add to conference icon  on the call action bar and select Add 
people. This will suggest members of the conversation that have not joined the call yet. Select the 

persons you want to ring out and tap Done on the iOS mobile client or on the Android mobile 
client. 

By default, people who answer the call join the conference unmuted, unless otherwise configured 
by the administrator of the domain that the conference belongs to. 

4. To leave an active conference, tap . 
5. To rejoin an active conference you left, swipe when prompted. 

Adding video to a call 

At any time during an audio video, you can add video to the call. 

1. You are on a call. 

2. Tap  to start transmitting your video. 
A preview of your video is displayed at the bottom of the call view. 

Testing your audio settings 

To ensure that your microphone is functioning properly for your calls, use the Test call feature (not yet 
available on the Android mobile client).  

It allows you to perform a test end-to-end call and check the connection to our servers, as well as the 
setup of your devices. Based on the results you can for example, decide to use video call or continue 
with audio-only call. 

1. To test whether your speaker and microphone are working properly when using Circuit, tap and 
then tap Settings. 
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2. Tap Audio test call. 
After the beep, speak into your microphone to record a short audio message that will be played 
back through the selected sound device. 

Actions during an active call  

 

Adding participants to a call 

You can add someone to an ongoing call, without permanently adding them to the conversation. 

1. Start or join a conference call. 

2. Tap the add to conference icon  on the call action bar and then select Add people. 

Note: When you make this selection, it will suggest members of the conversation that have not 
joined the call yet.  

3. Enter the name or phone number of the person you want to add to the call into the Add participant 
box. 
As you type in, a list of suggested names is displayed to select from. You can select to ring out to 
the person on their Circuit clients. 

4. Tap Done on the iOS mobile client or on the Android mobile client. 

Maximizing your video 

While you are on a Circuit video call a preview of your own video appears at the bottom of the call 
screen. Any time you want during the call, you can maximize your own video, and have it displayed 
larger on the screen.  

This is particularly useful when you want to ask other participants for remote support as you can use 
your device to point to the problem and make your problem description even more accurate. If your 
device has both a front and a back camera, you can switch to the back camera, point directly to the 
problem and check on your screen to make sure that other participants have a clear view of it. 
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1. You are on a video call. 
2. To maximize your video, tap on its preview at the bottom of the call screen. 
3. To minimize your video again and bring it to the bottom of the Circuit application as it was before, 

tap Return to default view, on the top of your screen. 

Moving an active call between Circuit devices 

You can seamlessly move a call between Circuit devices, even if the devices are running on different 
platforms, e.g. iOS, Android and Web PC. 

1. Sign in with your Circuit account on two or more devices, e.g. on a mobile device and on a PC. 
2. Answer the incoming call on one device. 

The conversation status Remote call is displayed on all other clients and devices on which you 
signed in (inactive devices). 

3. To pull the active call from the active device call to another device: 

• On the web client and Desktop App, click Pull to pull the call to this client and device. 

• On the mobile client, open the conversation. When prompted, swipe to pull the phone call to 
this client and device. 

Once you pull the call, the previously inactive device becomes the active device answering the call. 

Note: Once you are muted in a Circuit call and you pull the call to another device, you will remain muted 
until you decide to unmute. 

More options during an active call 

Pinning a call participant video 

During an ongoing call with can pin the videos that other participants are transmitting to view them 
even when the participants do not speak. 

1. Tap on the avatar of a participant who is transmitting video to bring this video into focus. 
2. Tap Pin video to pin it. 

If you want to unpin the video, tap again on the participant’s avatar and select Unpin video. 

Taking a picture from video, screenshare or whiteboard 

You can take a picture from a video, screen share or whiteboard session. 

1. You are in a call with an active video or a screen share on focus view. 

2. Tap  at the bottom-right part of the call screen. 

A preview of the picture will be displayed to the center of the screen. 

3. Tap  below the picture preview to delete the picture. 

4. Tap  below the picture preview to send the picture in the conversation as an attachment. 

5. Tap  below the picture preview to start a whiteboard with the picture in the background. 

Recording audio, video and screen sharing 

During a conversation, you can record the audio, video and screen sharing of a Circuit conference. 

Recordings are considered a common resource of a conference, so everyone participating in the 
conference can start, stop, resume or delete the shared copy of the recordings. However, if the 
conversation is moderated, only moderators can start, stop, resume or delete the recordings. 

All participants of the conversation can listen to or view the recording on demand, as well as download, 
distribute or edit the recording locally. 
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By default, any screen share or the active speaker video is recorded. If both are shared during the 
conference, only the screen share is recorded. At any time during the conference though, you can select 
to record the video of a specific participant instead of the video of the currently active speaker.  

• To start the default recording of the conference, tap the ellipsis (...) icon on the call action bar and 
select Start recording. 

The recording status in the bottom-left area of the conference view indicates the duration of the 
recording. 

All conference participants are informed about the ongoing recording via notification. 

• To have the video of a specific participant being recorded, tap the participant’s video on the call 
stage and select Record this video. 

If no conference recording is already in progress, this will start the conference recording. 

If a conference recording is already in progress, this will change the video that is being recorded. 

The video that is being recorded is now the video of the specific participant and all conference 
participants are informed about this. 

• To stop or pause the conference recording, tap the ellipsis (...) icon on the call action bar and select 
Stop recording. 

If the video of a specific participant is currently being recorded, you can alternatively tap the 
participant’s video on the call stage and select Stop recording. 

The recording status indicates that the recording has been paused. 

• To continue the conference recording, select one of the following: 

• tap the ellipsis (...) icon on the call action bar and select Resume recording. 

• hover over a participant’s video on the call stage and select Record this video. 

Once the conference ends, the recording is stopped automatically. A recording will be processed and 
attached to the conversation feed, available for everyone in the group conversation to access. 

Messages 

Sending text messages 

You can easily send a message to other participants while in a conversation. You can send a message to 
start a new topic or to reply to an existing one. 

1. Start a new conversation or select an existing one. 
2. To start a new topic: 

a. Tap on the iOS mobile client or  on the Android mobile client. 
b. Optionally, type a title for the topic in the Topic title field. 
c. Type your message describing the topic in the next input field. 

d. Tap  on the iOS mobile client or on the Android mobile client. 
3. To reply to a topic: 

a. Find the topic you want to reply to. 
b. Tap Reply to this topic that is located at the bottom of the topic. 
c. Type your message in the input field. 

d. Tap  on the iOS mobile client or on the Android mobile client. 

Sending attachments 

You can add up to 10 attachments to a message: 

1. Create a new message or edit an existing one. 
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2. To add an attachment, tap the paper clip icon  , browse for and select the file(s) that you want 
to attach. On the iOS mobile client, tap also Done. 

3. To remove an attachment before sending the message, tap on the attachment and then tap . 

4. To send the message with the attachment(s) to the conversation, tap  on the iOS mobile 

client or on the Android mobile client. 

You can also share files, photos and links with your teammates in Circuit from other applications on 
your mobile device that allows content sharing. Circuit appears as an option in the system-wide share 
menu of your iOS or Android device. This makes it possible for you to share content from any application 
that uses the native share menu to Circuit. Select the files you want to attach, tap the Share to option, 
select Unify Circuit and tap Share. 

Previewing a PDF attachment in a message 
When a pdf file is attached to a conversation, you have the option to preview the file without 
downloading it. Tap the pdf document which is attached in a conversation. 

• On the Android mobile client, the document opens and the sidebar is also shown on your screen. 

Tap to close the sidebar. Choose one of the following: 
• Tap the back arrow at the top left corner of your screen to exit the pdf view and return to 

the conversation view. 
• Scroll in the document to read it. 

• Tap at the top of the screen to open the search box. Type the word or words that you 
want to search in the box. 

• Use the right arrow to navigate to the next result, or the left arrow to navigate to the 
previous result. 

• Navigate to  >  to view the page thumbnails. Tap a thumbnail and navigate 
quickly to the specific page. 

• Navigate to  >  to view the table of contents of the document. Tap a title shown 
at the left side of the screen and navigate quickly to the specific section. 

• See the number of document’s pages at the top of the screen. 
• In the search field, enter the number of the page you want to find and navigate to the 

specific page. 

• Tap  to zoom in. 

Each time you tap the zoom in button, the screen will increase until it reaches the 
maximum zoom level. 

• Tap  to zoom out. 

Each time you tap the zoom out button, the screen will decrease until it reaches the 
original zoom level. 

• Tap  in the upper right corner of the screen. Choose one of the following: 
– Go to First Page 
– Go to Last Page 
– Rotate Clockwise 
– Rotate Counterclockwise 
– Vertical Scrolling 
– Horizontal Scrolling 
– Document properties 

• On the iOS mobile client, the document opens, and you have the following options: 
• Scroll in the document to read it. 
• Tap Done at the top left corner of your screen to return to the conversation view. 



 

18 
 

• Tap  at the top right corner of your screen to share the document with other 
applications. 


