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Operating GoodReader

Only a few basic gestures are used for the common functions of this application.

0
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Gesture images by Gestureworks

Press a finger on the screen and then
immediately release. Use this to select most
tools and buttons.

Press a finger on the screen and hold. This
action will usually make an effect after a few
seconds, after which you can release your
finger.

Press a finger of the screen and drag it on the
screen in the stated direction. This is usually
used with scroll bars or for re-sizing elements
on the screen.

Press a thumb and finger on the screen and
drag them together or away from each other.
This is most commonly used for zooming and
unzooming.


http://gestureworks.com/

Send PDF files to Your iPad

If you have files ready to use on your iPad you can transfer them onto the iPad in several ways.

Covered here are three of the most useful methods.

Copy Files with iTunes

Connect your iPad to your desktop PC via a USB cable. Open iTunes on your desktop PC. N

on your iPad name on the left and then click the Apps button at the top.

Summary Info m Music Movies T¥ Shows Podcasts Books Photos

Your apps should be displayed on this screen (if not, N the File menu and select Transfer
Purchases from “[YOUR iPAD NAME] iPad”). [ to the bottom of the page under the

heading File Sharing.
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[¢Click the Add button below the file list and a pop-up dialogue will appear allowing you to

search for files. Navigate to where your desired files are location and khighlight them.

11unes Y
Look in: | = ABC123 Assigrments QT

=3
=
==
Ay
==
8

File name: | "NAMES11414376_1101285_1 pdf* "Nam || [ Open |
Files of type: | &1 files [*) [ cancel |

[ Open as read-only

[¥Click on the Open button. Your files will now transfer to your iPad. The file list will repopulate

with the newly added files.
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You can now open these files in GoodReader from your iPad.



Copy Files to a ‘Cloud’ Service

Cloud services such as Dropbox (which we will use in this example) or SkyDrive —and numerous
others —allow you store your documents online and access them from any PC or mobile device.
Visit the website for one of these services and download the software provided. When

installing the software to your desktop PC you will be prompted to create or select a local folder

which will be a shared folder to allow you to share files contained within.

N — or copy and paste — your desired documents into your nominated shared

folder.

) D:\Data\Dropbox g@
;::

File  Edit  Wiew Faworites Tools  Help

J 7| 'T]L /.-‘: Search Falders ¥ (3 x u) E'
Address {[2) Di\DatalDrophox V a Go

|ZPhotos

-u’Puinc

|5 Tabs

|5 Testing

@ Bed of Mails.ptb

- | EASTS_acadernic_help. pdf
] Gondreader manual, doc:
- GoodReader manual. pdf

&2 Machiaveli - exurbe.com. pdf
L.'E‘jMarking Sheet OO doc

- Marking Sheet OO, pdf

L=

- |test. pdf

12 ohiects 3.62 MB 4 My Computer

Files added to this folder will upload to the ‘cloud’. You can open your Dropbox app (or
whichever service you are employing) and see the content of your shared files. If you have
Dropbox enabled in a separate supported application, you can open this application and view

your Dropbox content from within this app and open supported file types.



Download Files from the Internet

If your preferred Internet browser on your iPad (e.g. Safari) supports a particular file type, such
as Word documents or PDF files, it will open and view them. If you want to open the file in a
particular app, Ttap on the document and ‘Open In’ options will display. ™ one of these

options then select the desired action/app.

Note that GoodReader supports ZIP files and you can download batch assignments directly
from the EASTS for Academics website to your iPad. Just open your browser and access and
download batched ZIP files from EASTS as you normally would on a desktop PC. You should be

prompted with the option to ‘Open In’.

-

g ey

201245 _FIN525_CMI_1_278046.zip
609 KB

™ on Open in then Ttap the option for GoodReader. The file will now be available in

GoodReader’s file manager under My Documents.



My Documents ﬂ

. Downloads (0) N

(no backing up to iTunes or iCloud)

G 201160_ACC222_Al_1_278046 (5) N
03/08/2012 1:28 PM
G Documents (0) N
03/08/2012 11:12 AM
Ik 201160_ACC222_Al_1_278046.zip
_oe | 29/06/2012 11:07 AM 128 KB

,  201245_FIN525_CMI_1_278046.zip

EASTS_academic_help.pdf

03/08/2012 1:13 PM 747 KB

Getting Started.pdf

03/05/2012 2:44 PM 241 KB

GoodReader User Guide v1.pdf

03/08/2012 1:04 PM 1.7 MB

e b dib e

bTap the file to be prompted to unzip its contents.

I_1_278046.zip ZIP archive
Unzip it?

Cancel Unzip

F_i_ New Folder

Qi\Tap on Unzip to create a folder of the same filename with all the files contained within.
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Open Files in GoodReader

PDF files can be opened in GoodReader in several ways.

From Another Application

Most applications have an ‘Open In..." feature that allows you to open a selected file in another
app. So, for example, if you’ve downloaded a PDF with the Safari web browser, you can ™

on the screen and an Open In button will appear. & on the button and a menu should
appear listing applications which can open PDF files. Locate GoodReader in this menu and ™

it. The file will now open in GoodReader.

From a ‘Cloud’ service

Cloud services, such as Dropbox (the example we will use here), allow you to share files
between electronic devices by storing them online. Cloud services can be accessed through
GoodReader’s file manager, or you can open Dropbox and use the ‘Open In’ option as described

above in the From Another Application section of this guide.

To integrate the Dropbox service into GoodReader, first access GoodReader’s file manager (if
you’re in the main PDF editor, “tap the middle of the screen and then on the My Documents

button that appears at the top).

NOTE: The setup of other cloud services may contain different additional steps, however they

should remain essentially the same as Dropbox.



QQ\Tap on Connect to Servers on the right side of the screen.

v Connect to Servers

nnec

Lyl

reload list of local servers

§\\Tap the Add button then %tap on Dropbox.

cancel Create New Connection

Popular Mail Servers

|

._ Mail Server (IMAP, POP3)
" | MobileMe iDisk

e

& Public iDisk

[G \ Google Docs

;; \ Dropbox ’

m SugarSync

E@(\ box.net

\ WebDAV Server

SFTP Server

AFP Server
)




Enter a name for your Dropbox (this name will appear in your
server list) and Ttap the Add button.

Cancel

Dropbox

Dropbox

Dropbmd

Readable Title

10

& on your new Dropbox server connection under Connect
to Server.

v Connect to Servers Add Do

=
~rmrPar-t

L AT A NN L= L L -

Ser Il W S

]

(=] I"" I', Dropbox

=)
Bl b 121

7}
I

reload list of local servers




Log in to your Dropbox service.

Dropbox Login

% Log in to Dropbox

A Dropbox app wants to link with your account.
Need a Dropbox account?

Email address

Password

Remember me

Enter your email and password then ﬁi\tap the Log in button.

11

A message should appear informing you that GoodReader

wants to access Dropbox. Qi\\Tap the Allow button.

Dropbox

GoodReader wants access to your Dropbox.

This app can see and modify any file in your Dropbox.
longjocks@gmail.com (Change)

Cancel




Your Dropbox contents will now be displayed.

Dropbox Preview

Find Files

Web Downloads syne

D1{]e
e

Photos

[:e

18/04/2012 11:08 AM

Public

[:e

18/04/2012 11:08 AM Download

-
e
E Tabs
-

© Browse the Web
15/07/2012 6:06 PM o
Testing © Enter URL
19/04/2012 11:38 AM o
; nloads in Progress
S 'nt Downloads
EASTS_academic_help.pdf ote Syn

16/07/2012 B:38 AM 692 KB
Getting Started.pdf
18/04/2012 11:08 AM 241 KB

Marking Sheet 00.doc

19/05/2012 10:37 AM 12 KB

Marking Sheet 00.pdf

19/05/2012 11:47 AM 39 KB

Connect to Servers m m

1ecl o server (tap 1o connect

test.pdf _ Dropbox ©)
23/07/2012 3:30 PM 47 KB

A
A
=
A
A

| Serve ia WiFi):

e

reload list of local servers
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Any time you wish to open a file from Dropbox in GoodReader, access the file manager and ™
on Connect to Servers, then Ttap on Dropbox. When the files are displayed, \tap on the

file you wish to open and it will be downloaded to your iPad.

Open Locally Stored Files

When GoodReader opens a file it saves it locally within its file manger. ™ on any PDF file
under My Documents to open it. If you have another file open and wish to access the file
manager, Tutap the centre of the screen to show the menu and tap the My Documents

button at the top of the screen.
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Layout and Features

With a PDF file open, “\tap the centre of the screen and GoodReader’s tools will appear. At the
top is the file Information Bar. Running down the right side are the Annotation Tools. Along the

bottom are document Viewing and Navigation Tools.

iPad = 8:44 AM

My Documents EASTS academic_help.pdf

EASTS_academic_help.pdf []

m Batch.  +Joad of Assignments

The batch download featy Information Bar I submissions, or a

selection of submissions, | a Zip archive.

1) Perform steps 1 through to 5 of the View/Download Assignments portion of this
document to open the class list for the subject/assignment you wish to download.

ACC222 Report 1 - Print Only
Student Name Receipt Date Returned Date lm
e
[CIselect All

b 11425657 arat Easts 06-SEP-2009 O

L3 11316472 Carr, Meg Mad 07-SEP-2009

P 11330147 Grantly, Kiera Easts 08-SEP-2009 E
2) Navigate to the column with the Batch Download button and either check the Select

All box = if all assignments are to be downloaded - or check the box corresponding to each
student whose assignment is to be included in the download. If you wish to include EASTS
coversheets for printing purposes click on the include coversheets checkbox.

Annotation Toolbar

Receipt Date
06-SEP-2009 =
07-SEP-2009
08-SEP-2009 =
3) Click on the Batch Download button.
(o Do e
Receipt Date Returned Date -

[¥] select all
06-SEP-2009
07-SEP-2009
08-SEP-2009 ]

A new page will display and the system will now create a Zip file containing the selected
assignments (See Appendix A). Follow the prompts to open or save the file.

View/Navigation Bar




Information Bar

The Information Bar shows the name of the file currently being viewed and provides navigation

between open documents and My Documents (file manager).

My Documents Help

My Documents EASTS academic_help.pdf

EASTS academic help.pdf [

File Tab File Name

File Name

The name of the file currently being viewed is displayed at the centre of the Information bar.

File Tabs

If you have multiple files open, tabs for each file will be displayed at the bottom of the

Information Bar. ﬁ\\ on one of these tabs to view the file.

My Documents

™ on the My Documents button to open GoodReader’s file manager.

Help

™ on the Help button for information and instructions on how to use GoodReader.

15



Annotation Tools

Annotation Toolbar

The Annotation Toolbar gives the user access to GoodReader’s annotation functions. ™ on

one of the icons to activate the tool for use.

Pin Menu

E Add Bookmarlk
m Add Text Box

Insert Pop-up Note

Highlight Text

Underline Text

< 'Squiggly’ Underline Text
Strike-through Text
Draw Line

Draw Arrow

Draw Box

Draw Ellipse

Eraser

Draw Freehand

ovon b FEER

When you select a tool, you will enter an edit mode and configurable options for that tool will

appear at the top of the screen.

16



A common feature for each tool’s configuration options is the previous page and next page
icons. When you have a tool active and wish to turn a page, ©\tap these icons. This saves

accidental placement of the tool effects when trying to turn pages.

abc| Cancel ﬂJ ﬂJ
Typeyriter
Choose Tool Previous Page Next Page
You can also change to a different tool without exiting the edit mode by g on the tool

name. A pop-up dialogue will appear with tool choices. ™ on a tool icon to activate it.




Pin Menu

By default, GoodReader’s menus disappear (hide) after a few
seconds to display only the PDF file. ™ on the pin to have
the Annotation Tools permanently displayed. The pin will turn

into an X.

X
You can Ttap the X to unpin the Annotation Tools.

18

E Add Bookmark

Use this to add a personal bookmark that can be referenced at
any time. When you “tap this tool a dialogue and will appear
along with the keyboard. Type the name of the bookmark

(defaults to page number) and \tap the OK button to apply.

Add Bookmark

A ——
Cancel oK

This will not alter the appearance of the document. When you
place a bookmark you can use the Locations tool in the

View/Navigation bar at the bottom of the screen to go to this

page.



m Add Text Box

When you select this tool you can choose text colour via the

options at the top of the screen.

abe| Cancel

Typewriter

™ on the document where you would like to add text. A
dialogue will appear along with the keyboard. Enter the

required text then “tap the Save button.

Don't save

Add section regarding file version numbers in file
name]

19

The text will appear on the document. & on your text to

view a context menu.

Main Menu Select All Edit Move Callout Color... Fill... Delete

Border... Cloudy... Font:| -1pt +1pt v 10pt 12pt 14pt 16pt 18pt 20pt

This menu allows you to change the attributes of the text box,
such as font size, colour and fill options, and edit the text. You
can also move the text box, change its dimensions, or place a

callout to point to a particular place on the page. ™ onan

option to use it.



Insert Pop-up Note

When you ™
options at the top of the screen.

B &

™ on the document where you would like to place a note.

on this tool you can select text colour via the

5

Papup Mote

Cancel

A dialogue will appear along with the keyboard. Enter the

required text then “tap the Save button.

Don't save

New images are required fore figures 4a and 4b.
Include new tool menu c:-ptions.|

20

A note icon will appear on the document. ™ the icon to

view the text.

NOTE: An important thing to remember with notes is that you
can export GoodReader annotated PDF files in two ways. If
exported as a regular PDF file, when viewed on a computer
the user can click on a note icon on a page to see the text
contained within the note when using a standard PDF viewer
such as Adobe Reader. If exported as a flattened PDF, the note
will be tethered to an icon in the left margin and assigned a
number (page number — note number on page). An extra page
will be attached to the end of the document with a numbered
list of each note and the text contained within them. This

latter option is best used to print the document.



Highlight Text

When you Ttap on this tool you can select text colour via the

options at the top of the screen.

Highlight

Cancel Undo Redo

™ on a single word to highlight it. To highlight a selection
of words, hold your finger on the first word or the selection

and %

undo and redo your last changes. ™

to the last word. The options will allow you to
the Save button to
confirm your changes and close the tool. Now when you &
on a highlight without the Highlight Tool active you will get a
context menu that allows you to copy or delete the highlight,

or change its colour.

Open Delete Color:

Copy

([ o

™ on an option to use it.

21

x|
Underline , ‘Squiggly’

Underline and Strike-through Text

Each of these tools work identically to the Highlight Text tool.

See the Highlight Text section above for details.



= menu will appear that lets you change the line’s properties or
Draw Line delete it.

When you select this tool you can select line colour, thickness
Main Menu Select All Open Move Opacity... Delete

and opacity via the options at the top of the screen.

0.5pt | 1pt | 1.5pt | 2pt | 3pt | v5pt | 9pt

— Cancel ﬂJ ﬂJ
l b l 5‘“‘“’ ™ on an option to use it.

& anywhere within the document to place a line in that

location. A context menu will appear and the line will have

editing points (. ") that you can hold your finger on and

o around the screen to change the length and angle of
the line.

When the line is to your satisfaction, \tap on Done in the

context menu. Now when you \tap on the line a context

22



ojo
Draw Arrow, Box and Ellipse

Each of these tools work almost identically to the Draw Line

tool. See the Draw Line (p22) section above for details.

23

Eraser

When you select this tool it allows you to erase elements

created with the Draw Freehand tool. ™ on the tool to

open its options.

Undo

@
0 a finger on the screen creates a circle underneath.
Any freehand elements within this circle are erased. You can

s your finger around the screen to delete any freehand

elements in its path.

™ the Save button to apply your changes.



The best way to visualise this is to think of a pencil and a
rubber eraser; The pencil is your Draw Freehand tool and your

rubber eraser is the Eraser tool.

24

Draw Freehand

When you Ttap this tool, options at the top of the screen

allow you to select line colour, thickness and opacity.

Undo

@
To draw, your finger (or stylus) on the screen and

T to draw a line, shape or letter. This tool is very much
like a real-life drawing tool (i.e. pencil, highlighter, crayon) and
you can use it in the same way; lift your finger and resume

drawing from another position to create drawings or words.

Additional icons will appear at the bottom of the screen for

zooming options.

..L_‘Q

Zoom Mode Palm Rest  Adjust Rest



%Tap the zoom mode icon to display a window showing a
magnified portion of the page. The page will be greyed out

and the magnified portion will display at normal brightness.

. have been set, if student:

be informed either by the

You can use this magnified view for precise use of the

freehand drawing tool.

25

have b:

, if student:
be informed either by the

"have b et, if student:

be informed either by the

%Tap anywhere on the page to place the zoom window.

’%‘Pinch inside the zoom window to adjust the size of the

zoomed area.

Other tools in the magnified view include zoom window
position buttons, undo and redo, palm rest options, and auto-

advance zone (blue slider).



Previous Position Next Line Redo Toggle Palm Rest
1 = -~ ~» g § =

Next Position Undo  Toggle Zoom  Adjust Palm Rest

& the Save button at the top of the screen to save your freehand drawings to the

document.

26



Navigation Tools

Navigation Slider

Several tools are available to alter the appearance of a document and to assist in navigating

through a document.

Previous Page Page Slider  Slide Bar Next Page

The Navigation Slider represents the entirety of your document. The left-most position is the

first page and the right-most position is the last page.

ﬂ Previous Page

o this button to display the previous page.

n Next Page

gt this button to display the next page.

_| Page Slider

8 your finger along the slider bar to navigate back and forth through each page of the

document.

27



Slide Bar

& anywhere on the slide bar to go to the page closest to that position.

28



View/Navigation Tools

These tools provide a variety of options for how you view and navigate a document.

Brightness Rotate Lock

Go Back Rotate Crop Go to ‘ Lock Page Actions

ﬁ\“Tap on an icon to activate the tool associated with it.

29



n Brightness

& on this icon and a slider will pop up above it.

™ anywhere on the slider to change the brightness level
of the document. the slider to make fine
adjustments. ™ on your document to use the brightness
setting. ™ again on the Brightness icon to restore normal

brightness.

30

n Go Back

& this icon to return to your previous page after using the
Navigation Slider, a bookmark or link. This is most handy if you

accidentally leave the page you were working on.



Text

& to extract and display the pure text of the document for
easy reading. Several display options replace the regular
Viewing/Navigation Tools at the bottom of the page. To return
to normal document view, g on the centre of the
document to unhide GoodReader’s tools. In place of the My
Documents button in the Information Bar will be a button with
your document’s name. ™ on this button and you will be

returned to your document.

NOTE: When viewing in pure text mode you will not have

access to the Annotation Tools.

31

Rotate

You can use this tool to change the orientation of the
document on your screen. This is useful for incorrectly
scanned images which may not be oriented with the rest of

the document. on the icon to and a menu will appear.

Cancel

Turn All Pages
Original Orientation
[®]) Turn Page Right

(a] Turn Page Left

El Turn Page Upside-Down

iy on your required orientation. To return to the original
orientation, \tap the Rotate icon again and Ttap on

Original Orientation.



=i

Layout m Crop

Use this tool to switch between single and double page Use this tool to crop out margins so the document’s page
layouts. ﬁi\Tap on the icon and a menu will appear. contents fill the entire screen. ﬁ\“Tap on the icon and your

display will change to an editing screen.

Pages Layout

The same crops for
odd and even pages No crops To cur.view

E Single Pages

Printing Assignment Coversheets

=| Double Pages

EASTS Coversheets

The need may arise for a marker to print a hard copy of an EASTS subitted assignment for
marking. A will need to be printed and attached to the hard copy
for marking and return through the Assignment Section.

Perform steps 1 through to 6 of the View/Download Assignments portion of this
document. You need to view the detals of the student for whom you intend to
generate a coversheet

E%IEI Double Pages With Front Cover

Click on the PDF icon (T2) which corresponds to the file you are printing.

Stodent Name Receipt Dote. Returned Date
= esen2008

Options. ReceiptDate  Upload Date

easts
Coversheet
=) 06-529-2009 b

A pop-up o system will the te and display a printable
coversheet. Print the coversheet and close the pop-up window to return to the student

sOTap on your required layout. resasgiolesimsar s .25 iedon

Postal Coversheets

The need may also arise for a marker to printed postal coversheets for assignments not
EASTS which do not h; h

View the student details as above.
Click on the Create Postal Coversheet link.

Student Name
4 12625657 Commertord, Saran

A pop-up o system willthe te and display a printable
coversheet. Print the coversheet and close the pop-up window to return to the student
Information. The process can be repeated for all required coversheets. You can also
download EASTS coversheets as of the ‘batclr download” process.

32



T the crop buttons to edit where you wish to crop. E
Locations

I ™ this icon to view a dialogue with bookmarks, contents

and list annotations made to the document. When the

™ the Done button to apply the crop. To undo crops you dialogue appears you can choose what to display by

have made, ™ on the Crop icon to enter the crop editing T the Bookmarks, Outlines and Annotations buttons.

mode and tap on the No Crops button.
Bookmarks Outlines Annotations
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Edit Bookmarks Close Outlines Close
Contents

View/Download Assignments

Page 5 ()
Batch Download of Assignments
Page 8 ()
Single Upload and Return of Assignment Files/Feedback
Batch Upload of Assignment Feedback

Batch Return

Printing Assignment Coversheets

Assignment Submission Notification for Markers

Configure Submission Restrictions

Appendix A Exampleof Zip file contents for batch downloads

Appendix B Emailfeedback template

Appendix C EASTSfeedback screen for students

Appendix D DeadlineNotification email example

Bookmarks Outlines Annotations Bookmarks Outlines Annotations

Bookmarks show bookmarks you have added via the Outlines will show a table of contents (provided the original
Bookmark annotation tool. *Tap on a bookmark to go to the document has a table of contents embedded into it) and you
corresponding page. can "tap on an item to go to that page.
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Email Summary Annotations Close

Page 8

% 16/07/2012 1:55 PM, M.Deans
Test

16/07/2012 4:28 PM, M.Deans
After the appropriate comments have

16/07/2012 4:29 PM, M.Deans
and you can use it to return to the comments page and make chang...

16/07/2012 4:28 PM, M.Deans
added,

16/07/2012 4:29 PM, M.Deans

16/07/2012 4:28 PM, M.Deans

Bookmarks Outlines Annotations

Annotations will list a summary of the annotations you have
made and O on one will take you to the page it is on

and highlight that annotation.
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GoTo

To go to a specific page of the document, Ttap this icon and a

dialogue will appear with the keyboard.

Go to page

Type in the number of the required page and then Ttap the

Go button to display the page.



Search

You can search for key words within your document. &

this icon and a search dialogue will appear with the keyboard.
Type the word(s) you wish to search for and ™tap the Search
button. Any previous search terms you have used will be
recorded in this dialogue. You can search one of these by

g on the word then gt the search button.

Cancel paperless selupl Search

batch upload
zip

marker
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When you conduct a search, the next term in the document
matching your search will be highlighted. Three new icons will

also appear at the bottom of the page.

Close

Next

Previous

™ the Previous icon to cycle back through the document
for matching search terms. ™ the Next icon to cycle
forward through the document for matching search terms.

™ the Close icon to cancel the search query.



ﬂ Lock Page

& this tool to lock out screen gestures. This is handy when
you want to view the document without moving the page with
accidental hand gestures. You will be able to navigate back
and forth between pages, or close the lock page function, by

™ the icons at the top-right of the screen.

- @ =

Previous Page Close Next Page
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“ Scroll Lock

The scroll lock feature allows you to lock horizontal scrolling of
a document. However, in the version used for creating this

guide it appears to be disabled.



=
. Actions

& this icon to view a dialogue containing various actions
you can perform with the document, such as opening it in

another app, flattening the document, email it, or print it.

cancel Select action

««« Open In...

@ Flatten Copy
E-Mail File
E-Mail Summary
E-Mail File + Summary
Print File

Print Summary

ﬁ'\\ on a menu item to initiate the action.
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Rotate Lock

™ this icon to lock the rotation of the screen so the
document stays locked in the current perspective even if you

tilt the iPad at any angle.



Finalising Your Work with GoodReader

Once you have finished annotating your PDF files you can perform a variety of actions to

prepare them for return to students.

Saving Annotated Documents

Each time you use a tool and subsequently hit a Save button to commit a change to the
document, this saves the change to the original document stored in My Documents. You do not

need to make a final separate save once you have finished annotating a document.

Rename Files

Access My Documents. Under the Manage Files tab, make sure you are in the correct folder in
which the file(s) you wish to rename is located. ™ the Manage Files button and your file list
will display check circles next to each file/folder. ™ on a file and then "‘tap the Rename
button on the right of the screen. A dialogue will pop up along with the keyboard. Edit the

name and then "tap the OK button to commit the change.

Note that when the dialogue appears, the cursor is at the end of the name. This is useful for
quickly preparing files for batch upload to EASTS as you just need to add the word marked at

the end of your filename.

Add Files to a ZIP Archive

You may wish to add files to a zip if you want to batch upload your files to EASTS directly from
the iPad, or simply to more easily manage your files. To do so, access My Documents. Under the
Manage Files tab, make sure you are in the correct folder in which the files you wish to zip are
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located. O the Manage Files button and your file list will display check circles next to each
file/folder. ™ on each file you want to add to the zip. The check circle for each should have
a tick and the file highlighted green. & on the Zip button on the right side of the screen. A
zip file called Archive.zip will be created and it will contain each of your selected files. You can

rename this file if required.
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Send Files from your iPad

Once your files have been annotated and prepared you can send them back to another device,

such as your desktop PC, or even upload them via the Internet.

Send Files with iTunes

This process is almost identical to the Copy Files with iTunes (p2) section of this guide, only in

reverse direction.

Connect your iPad to your desktop PC via a USB cable. Open iTunes on your desktop PC. N

on your iPad name on the left and then k& the Apps button at the top.

Summary Info m Music Movies T¥ Shows Podcasts Books Photos

Your apps should be displayed on this screen (if not, N the File menu and select Transfer
Purchases from “[YOUR iPAD NAME] iPad”). to the bottom of the page under the

heading File Sharing.
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LIBRARY
n Music
H Movies
1 TV Shows
(3 Podcasts (33 ]

STORE
@ iTunes Store
% iTunes Match
¢ Ping
=) Purchased

DEYICES
ﬂ Music
E Movies
1 T Shows
@ Podcasts (33 ]
(]l Books

SHARED

@ Home Sharing

GENIUS
* Genius
PLAYLISTS
@ iTunes 01

4

rFi\e Edit View Controls Store Advanced Help

iTunes [S][=1F

”

Summary

Info m Music  Movies  T¥Shows  Podcasts Books  Photos

Apps

M

File Sharing
The apps listed below can transfer documents between your iPad and this computer.

Adobe Reader

. DocsToGo
=)
a Dolphin HD

GoodReader

Google Earth
‘ Guitar Pro

QA iAnnotate PDF
@ iCabMobile

Capacity
13.83 GB Audio

D

Documents

Select apps from the list on the left fo view the
documents that are on your iPad.

) v

Video Photos Apps Books gy Other Free
0.05 GB 3.1 GB 0.35 GB 0.67 GB 6.3 GB

[¥Click on the GoodReader app to view its files and [shighlight the files to copy.

LIBERARY
ﬂ Music
H Movies
1 % Shows
@ Podrasts [33]
L) Books
Apps
"% Radio
STORE
ﬁ iTunes Store
<% ITunes Match
¢2 Ping
=h Purchased

DEYICES
v[JMPosipad = O
_ﬂ Music
H Movies
1 T Shows
5 Padeasts )
(]l Books
SHARED
@ Home Sharing

GENIUS
* GEniUS

PLAYLISTS

@ iTunes 0J

File Edit View Controls Store  Adwvanced Help

iTunes =oX

’

Summary

— _ _
Info m Music  Movies  T¥Shows  Podcasts Books  Photos

Apps

= = O

File Sharing
The apps listed below can transfer documents between your iPad and this computer.

. Adobe Reader
. DocsToGo
-
a Dolphin HD
'}: GoodReader UserGuide v1.pdf 3{08/2012 1:04 PM 1.5MB
. 2Es J d
. Google Earth : -
‘ Guitar Pro
Eﬂ iAnnotate PDF
@ icabMobile

Capacity

13.83 GB Audio
0.22 GB

D

Documents
] 201160_ACC222_AI 1 278046 3i08/2012 1:28 PM 230 KB
[ © 201160_ACC222_AI_1_278046.4p 29062012 11:07 AM 128 KB
| Documents 3j08/2012 11:12 AM zero KB
'x EASTS_academic_help.pdf 308/2012 1:13 PM 752 KB
‘; Getting Started. pdf F05/2012 Z:44 PM 245 KB

= test, 23072012 3:30 PM 48 KB
E

T -

Video Photos Apps Books gy Other
3.3GB 0.05 GB 3.1GB 0.35 GB 0.67 GB
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N the Save to button below the file list and a pop-up dialogue will appear allowing you to

search for a folder.

Select a folder then ¢

-

Browse For Folder

= B My Documents
= [ ABC123 Assignments
) Marked |

[[3) ACC222 Assignments
uﬂ Access

|) BIRT report designers

) Downloads

25 Dropbaox

[0) easts-for-academics_tmprtf
|5) sastshelp_tmphbp
[0 eastshelp_tmphtm

[ T By Y

|5) easts-for-academics_tmphhp
[L3) easts-far-academics_tmphtm

(]

[ Make Mew Folder ] [ oK

H Cancel ]

on OK. Your files will now be copied to this location on your PC.

Send Files with a ‘Cloud’ Service

If you have Dropbox, or another cloud service, integrated into GoodReader, as outlined in the

From a Cloud Service (p8) section of this guide, you can copy files to this service.

Access My Documents and ™

its file folder. ™
files. ii\

on each file you wish to upload to select it.
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the Connect to Servers tab. i

on Dropbox to display

the Upload button below the list to display GoodReader’s locally stored



Preview

Dropbox

Photos . )

Y 18/04/2012 11:08 AM

Public E
! 18/04/2012 11:08 AM i E ﬁ

Tabs

Y 15/07/2012 6:06 PM

Testing My Documents Cancel
" 19/04/2012 11

= Downloads _ 0

Bed of N 201160_ACC222_Al_1_278046

28/07/2012 32

| 201160_ACC222_Al 1_278046.zip bcal servers
EASTS_a

- . EASTS_academic_help.pdf

. Getting Started.pdf

. GoodReader User Guide v1.pdf

. NAMES11229111_1104381_2marked.pdf

. NAMES11402261_1102791_1ma rked.pdf
01/08/2012 82 . NAMES11414376_1101285_1ma rked.pdf

Marking ' test.pdf

19/05/2012 10

Marking

19/05/2012 1%

test.pdf

23/07/2012 358

Select All Upload 3 items

Upload j = ﬁ

™ the Upload [X] Items button to upload the files to the Dropbox server. You can now

access these files from your other devices, such as your desktop PC.
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Upload files via EASTS

If you have an Internet browser on your iPod which allows you to upload files, you can access

the EASTS for Academics webpage to upload single files or even batch upload your zipped files.
NOTE: All the same rules apply for uploading and batch uploading via iPad as they do for a
desktop PC. All files must be named with the appropriate convention.

E.g. NAMES11414376_1101285_1marked.pdf

A suggested browser to use is iCabMobile. We will use it in this example.

Access My Documents and select the Manage Files tab. ™ the Open in button on the right
of the screen. You will have the option to send the file as is or to ‘flatten’ the annotations.

™ one to select and a list of supported apps will appear. ™ the iCabMobile app.

The file has now been copied to iCabMobile and when you choose a file upon uploading to

EASTS in that browser, you will be able to select this file.
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