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Multi-select  

1. From any sheet, select the multi-select tool  to select multiple markups in one shot 

2. With your cursor, you can draw around the markups you wish to select (see grey dotted lines 

below) or click Select All at the top of the screen 

 

3. Once your markups have been selected, you will have the following toolbar options 

 

 

Cloud 

1. From any sheet, select the cloud   from the toolbar 

2. Select desired color  

3.  Click and drag in desired area to create cloud 
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Text and Arrow 

1. From any sheet, select the text and arrow  

2. Select desired color      

3. Click to select a starting point and drag to desired location, once complete add text if needed 

 

Pencil 

1. From any sheet, select the Pencil   

2. Select desired color   

3. Proceed to drawing in desired location on sheet 

 

4. The pencil will adjust with zoom feature 
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Highlighter 

1. From any sheet, select the Highlighter    

2. Select desired color   

3. Proceed to highlighting in desired location on sheet 

 

Text 

1. From any sheet, select desired color  

2. Select the text tool  

3. Click on the sheet where you want the text box to appear, you can select the size, border and 

background of your text. 

 

4. Once you are finished typing, click done for the text to appear on the sheet 



6 
 

 

Shapes 

How to markup document using the Square 
1. From any sheet, select the Square  

 

2. Select desired color   

3. Click to select a starting point and drag over desired location 

 

How to markup document using the Circle 
1. From any sheet select the current shape from the toolbar to open the other shape options 

 

2. Select desired color   

3. Click to select a starting point and drag over desired location 
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How to markup document using the Check 
1. From any sheet select the current shape from the toolbar to open the other shape options 

 

2. Select desired color   

3. Click to select a starting point and drag over desired location 

 

How to markup document using the Cross 
1. From any sheet select the current shape from the toolbar to open the other shape options 

 

2. Select desired color   

3. Click to select a starting point and drag over desired location 
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How to markup document using the Line 
1. From any sheet select the current shape from the toolbar to open the other shape options 

 

2. Select desired color   

3. Click to select a starting point and drag over desired location 

 

How to markup document using the PolyLine 
1. From any sheet select the current shape from the toolbar to open the other shape options 

 

2. Select desired color   

3. Click to select a starting point and continue to click to create desired shape 
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4. Once complete, click OK 

Hyperlinks 

1. Click on the hyperlink icon  

2. Click where on your document you would like the hyperlink to appear, you will be given a 

drop-down list of documents to link or you can search for a specific document (1). A URL can 

also be added (2). To add a title to your hyperlink, click on untitled hyperlink to modify. 

 

3. Once created, your hyperlink will appear in blue on the plan and can also be expanded by 

clicking and dragging to open a cloud that shows the title 
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Stamps 

How to import and add a stamp to a document 

1. From any sheet, select the stamp tool   

2. Click on the stamp sticker  

3.  Select Custom Stamps 

 

4. To add Custom Stamps, click on Import Stamp to browse the stamps on your device 

 

5. Select the desired stamp by clicking Open 

 

6. Click on the stamp to apply it to the sheet, you can choose to add the current date, your 

name or give the stamp a transparent background by clicking on the options. A green 

checkmark will appear when selected. 

 

How to add an existing predefined stamp to a document 

1. From any sheet, select the stamp tool   
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2. Click on the stamp sticker  

3. Select a stamp from the list of predefined stamps 

 

4. Select the desired stamp by clicking Open. The stamp will then be pasted to the sheet and 

can be rotated, moved, enlarged or reduced as needed. 

 

Count 

1. Click on the count icon  

2. To start a new count click on the plus 
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3. You will then be prompted to name your count, once named click “OK”. 

 

4. Select your count group and proceed to clicking on the items you wish to count, once 

highlighted, they are included in the count. 

 

5. Once done, simply exit the count 

 

6. To export the results, click on the file icon beside the plus 

 

7. You will then be asked if you would like to save the file or send it by email. 
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Color 
1. To change the color of an existing markup, select the desired markup 

 

2. Click on the colored circle in the tool bar to open the menu of available colors and select with 

color you want to change to markup to 

 

Issues 

1. Click on the issue’s icon  

2. Click on the desired location on the plan to create an issue, you can select from the available 

categories or create a new category. Categories can be modified or deleted by clicking the 3 

dots to the right (only by power collaborators and up) 
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3. Next, select an issue type. These can also be modified but the same restrictions as the 

categories apply. 

 

5. Enter the details of the issue: the description, photos if possible, assign it to a specific person, 

due date, cost impact, schedule impact and comments 

 

6. Once all information has been entered click on Create in the top right corner 

7. Your issue will now appear in red on your document. To view it, click on the issue and click 

View 

 

8. To see a list of all the issues on the current plan, click on the menu in the top right and then 

Issues. The same menu is also available to view all issues for a specific folder or for the project 

at large. 
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How to export issues 
1. From within the project or a plan directly, click on the menu in the top right of the application 

 

2. Select Issues 

 

3. Click on Export 

 

4. Select the issues you want to export, by default they are all selected. Then click export to 

CSV or to word document. 

 

5. For CSV, the document will be saved directly to your computer. For a word document, you 

will receive a pop up letting you know that the export is being sent to your email, click OK. 
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Measure 
 

How to calibrate a vector-based document 

1. Click on the measure tool  

2. Select the scale   to calibrate the sheet  

3. Click on Calibrate Sheet 

 

4. Select the start and endpoints of a known distance and enter the value in m or cm then click 

Ok 

 

How to measure a segment 

1. Click on the measure tool  
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2. Select the scale of the sheet  to calibrate the sheet with a known measurement 

 

3. Click on the segment icon  

4. Click to select a starting point and click again to create and end-point 

 

How to measure an area 

1. Click on the measure tool  

2. Select the scale of the sheet  or calibrate the sheet with a known measurement 
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3. Click on the area tool  

4. Click to select the points in which you want to measure the area, make sure to do so right to 

left 

 

 

 

 

 

 

How to create measure groups 

1. Click on the measure tool  

2. Click on measure groups  
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3. Click on the + to create a new group 

 

4. Name your measure group 

 

5. To add your measures to the group, click on the measure and Group 

 

6. Click on the group that you want to add the measure to, the name will then appear above the 

measure 

 

7. To change the name or color of the group click on Edit. From edit you will also have the 

option to add your measure group to a layer  or delete it . 
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How to export measures 

1. Click on the measure tool  

2. Click on measure groups to access the export option  

3. Click on export  

 

4. Select whether you want to save the file or send it by email 
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Photos 

How to add a new photo to a document 
1. From any sheet, click on the camera icon in the toolbar 

  

2. Click where you want the photo to go, you will then be prompted with a screen to add photos 

 

3. Select take new photo to open the camera on your device 

 

4. Select Capture to take the photo 

5. Click the X. The photo will now be added to the sheet via the Camera Icon   
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How to add a new photo with markups to a document 
 

1. Markups on photos can only be done with new photos 

2. From any sheet, click on the camera icon in the toolbar 

  

3. Click where you want the photo to go, you will then be prompted with a screen to add photos 

 

4. Select take new photo to open the camera on your device 

 

4. Select Capture & Markup to take the photo 
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5. Once captured, the following toolbar will appear beside your photo to Markup 

 

6. Once you have completed your markups, click Done in the top left corner  

7. Click the X. The photo will now be added to the sheet via the Camera Icon  
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How to add photo from a photo library to a document 
 

1. From any sheet, click on the camera icon in the toolbar 

  

2. Click where you want the photo to go, you will then be prompted with a screen to add photos 

 

3. Select from photo library to browse the photos on your device 

 

4. Select a photo from your device by clicking Open 

 

5. Click the . The photo will now be added to the sheet via the Camera Icon  
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How to export photos 
 

1. From sheet click on the menu in the far-right corner, select photos 

 

2. Click on Select to choose which photos to export 

3. Select Download to export. The file will now be downloaded as a ZIP to your selected folder 

 

SmartLink 

How to open a SmartLink 
1. SmartLinks will appear on your sheet in green in the application if SmartUse has detected the 

links during upload. 

 

2. From the SmartUse application, to open any SmartLink simply click on the link on a specific 

sheet. You will only see a preview of the link, to enlarge click on Open. 
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How to edit a SmartLink 
1. Click on the SmartLink and select Edit. 

  

 2. You can choose to either update the SmartLink by linking it to an existing document other 

than the one already linked or delete the SmartLink completely. 

 

How to delete a SmartLink 
1. Click on the SmartLink and select Edit 

 

2. Click on Delete SmartLink 
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3. You will then be prompted with a pop-up asking if you are sure you want to delete the 

SmartLink, to confirm click Yes. To cancel, click No. 

                

How to create a custom Smartlink 
1. Click on the Smartlink Icon  

 

2. Place the Smartlink in the desired location on your sheet, then click Done. 

 

3. You can scroll or search to select an existing document to link to, once selected click Create 

Smartlink. 
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Layers 

How to create a layer 

1. Select the layer icon from the toolbar  

2. Click on the + to create a new layer 

 

3. Enter a name for your layer and click OK 

 

4. To set the permissions from your layer, unless your permissions are private or public by 

default, click on Edit. 
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5. Select the permissions for this layer (1) and if you want it to be available through out the 

entire folder (2) 

 

6. To add markups to this layer, click on the markup that you want to add and click on layer. 

 

7. Select the layer you want this markup to be associated to, the name of the layer will appear 

above the markup once it has been added 

 

8. When finished, click on Done. 

 

How to rename a layer 

1. Click on the layer icon  

2. Select edit in the top right-hand corner 
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3. Click on the layer you wish to rename, enter a new name and click OK 

 

How to set layer permissions 

1. Click on the layer icon  

2. Click Edit 

 

 

 

 

3. To share the layer you have 4 options: 

Public read-only: your layers will be public, but others can not add markups 

Public write: your layers will be public and can be added to by others 

Private: only you can see and add to your layers 

Group: specific people can have public read-only or public write access 
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How to delete layers 

1. Click on the layer icon  

2. Select edit in the top right-hand corner 

 

3. Click the garbage can on the layer you wish to delete 

 

4. Confirm that this is the correct layer to delete by clicking Yes. If this layer is shared on all the 

documents, it will be deleted from every document. 

 

How to export layers to a CSV 

1. Click on the layer icon  

2. Click on the export option 

 

3. Select whether you want to send the file by email or save to your device 
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4. Layer information will be displayed in an excel file 

 

 


