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Section Title: Subsection
Overview

Within this user guide you
will find everything you need
to successfully start using
the new browser-based
ProView platform.
With ProView’s transition to a responsive browser-based
platform, you no longer need to install software. You are
now able to enjoy a consistent experience and access
your library of content both online and offline on a wider
array of devices.
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Getting started

Using your browser
Log into ProView at:

https://next-proview.thomsonreuters.com
For the best experience, we recommend using the Chrome browser.

Logging in with OnePass
You can access the new ProView web app with your existing OnePass credentials.
If you are a new ProView user, you must first create a OnePass profile (if you don’t
already have one) and add your ProView registration key before you can begin using
your ProView titles. The ProView login screen includes a link to create or update a
OnePass profile.
1

Y
 ou can create
your OnePass
profile here.

1

ProView user guide

Document version 0.1

4

Getting started

Creating a shortcut
to ProView on the web
If you prefer to access ProView on desktop or on a mobile device
by selecting or tapping an icon, you can create a similar experience
for the web app. How to create a shortcut to the web app in Chrome:

1
1

N
 avigate to
ProView library
screen and select
the ‘•••’ icon in the
upper right corner
of the screen.

4

2

2

Select ‘More Tools’.
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3

S
 elect ‘Create Shortcut’.

Document version 0.1

4

Select ‘Create’.
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Library features

History
Titles you have read recently are shown in the history drop-down
menu so you can return to them quickly. Accessing a title from the
history panel will take you to the last place you visited within that title.

Notifications
This feature alerts you each time a title is updated in your library or a
new title is added to your library account. Titles can also be accessed
by selecting on the image from within the notification panel.

Account
Select languages, access our contact information and privacy
policy, refresh your library, export a list of titles, clear ProView
cookies and sign out.
1
1

S
 creen location
of ‘History’,
‘Notifications’, and
‘Account’ icons.

2

2
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C
 lose-up view of icons.
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Library features

Your ProView titles
Each title in your library is represented by a title card,
including a cover image, publication title and author details.

1

1

T
 itle card.

2

C
 over image.

3

P
 ublication title.

4

A
 uthor details.

2
3
4
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Overflow menu actions

View publisher details
To learn more about a title, select ‘View publisher details’ from the overflow menu.
A publisher details pop-up box will appear with additional publishing information.
1

1

2

O
 verflow menu
button.
 iew publisher
V
details.

2

Open group
If available for your publication, you can access other titles included within a group
by selecting ‘Open group’ from the overflow menu. From the group panel, you can
also run a search across the titles in that group.

1

2

1

‘Open group’.
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Overflow menu actions

Download a title
Titles can be downloaded for offline use from the library or from within a title.
To download a title from the library:
1

F
 ind the desired title.

1

2

3

2

S
 elect on the overflow menu in the
upper right corner of the title card.

3

S
 elect ‘Download title’.

4
4

5
5
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A
 n alert will
appear in the
upper right corner
indicating that
the download
has started.
T
 he title card
also displays a
spinner to indicate
a download is
in process.

9

Overflow menu actions
6
6

7
7

A
 n alert will
appear in the
upper right corner
indicating that
the download
is complete.
T
 he title card
also displays
a green arrow.

Note that several factors can impact the time it takes to download a title, including:
•

Computer processor.

•

Computer memory.

•

Network strength.

•

Size of eBook.

•

Number of simultaneous downloads. (Up to 2 from library only)

•

Running library or title searches during download.

For longer downloads, an alert appears every 2 minutes to remind you that the
download is still in progress. An additional alert will display if you attempt to logout
while the download is in progress.

Import annotations
For details on how to import annotations, please see page 27.
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Overflow menu actions

Share link
Choosing ‘Share link’ from the title card overflow menu opens a
dialogue box with a link to the title that you can copy and paste into
an email or document to share with a colleague. Note that recipients
of the link must be ProView users to have access to the same title.

1
2

1

S
 elect the source title from the list
of titles by selecting the title in the list.

2

Select on the overflow menu, and select ‘Share link’.

3

4

3

S
 hare link dialogue box. URL link provided.

4

‘Copy link’ button.
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Library navigation

Author/Title filter
Quickly find a title by author or title by entering text in the search bar at the top
of the library. The title/author filter is looking for an exact match of the characters
entered and will filter your library to display only titles that contains those characters
in the author or title name of the publications in your library.
1
1

2
2

3

S
 elect into the
‘Search’ bar. You
can select which
library you want
to search in.

E
 nter text in the
‘Search’ bar.

‘Title/Author’
matches will
appear below
in a list.

3
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Library navigation

Filter panel
The library filter panel defaults to open when you enter the library. Once closed,
you can access the filter panel by selecting the ‘Filter’ button on the top-left of the
screen. You can apply filters to your library to help you quickly identify relevant content.
Library filter options include jurisdiction, publisher, subject and storage.
1

‘Filter’ button.

1

2

2

F
 ilter library open.
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Library navigation

Library sort
Above the A-to-Z navigation on the right-hand side of the screen is the option
to sort the library. Sort options are, by title, type, jurisdiction, publisher, subject
and ownership. The title name is the default sort order for the main library.

A-to-Z navigation
A-to-Z navigation is offered down the right-hand side of the screen.
It is scrollable using the arrows at the top and bottom of the panel.
Letters can also be selected to quickly jump to that section of titles.

1

L ibrary ‘Sort’ menu.

2

A
 -to-Z navigation.

1

2
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Library navigation

Library search
You can search across the full text of all the publications in your library by selecting
‘Content’ from the search bar at the top of the screen. You can search using terms
and the following connectors:
•

& AND

•

% BUTNOT

•

| OR

•

/n Within n terms of

•

“” Phrase

•

+n Preceding within n terms of

1

1

2

S
 earch bar/Content.

C
 hoosing a title
from result list
will open title
with search
results displayed.

2
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Title features

Title features
Title features can be accessed by using the navigation
bar menu on the right-hand side at the top of page.
1
1

T
 itle features.

2

C
 lose-up view.

2

User preferences

2

1

Within a title, access your user preferences by selecting the gear
icon in the top-right corner of the screen. Language, font, text
size, line spacing, colour scheme, and page navigation are all
customizable. Within user preferences, you can assign project
names to each colour label to allow you to easily organize your
bookmarks, notes, and highlights by project.

Download
You can download a title while it is being viewed by using the
‘Download’ button in the top-right corner of the screen.

1

‘Preferences’ icon.

2

‘Download’ icon.
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Title features

Share feature
The share feature allows you to easily share content by creating a link to share
with another ProView user or by generating a PDF to print or email.
From the ‘Share’ icon select ‘Share link’. ProView provides a summary of the
content location within the title in addition to the link. Share the link via email,
text message, or with other applications on your device. The link recipient
simply taps or selects the link to open the title to the referenced section.
Recipients of the link must be ProView users and have access to the same title.
1
1

2

L ocation of
‘Share’ icon.
C
 lose up of the
‘Share’ icon.

2

3

4

5

3

‘Share’ link.
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S
 hare link dialogue box.
URL link provided.

5

‘Copy link’ button.
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Title features
Choosing ‘Create PDF’ opens a dialogue box to add the current section to a PDF.

2

1
3

1

‘Create PDF’ button.

2

P
 DF dialogue box.

3

A
 dd to PDF’ button.

After selecting ‘Add to PDF’, you can generate the PDF immediately by
choosing ‘Download’ or choosing ‘Close’ to download later. You must be online
to use the ‘Create PDF’ feature. You can add up to five sections to a single PDF.
You will be alerted if you attempt to leave the title before generating your PDF.

3

1
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1

‘Close’ button.

2

‘‘Download’ button.

3

A
 lert message.

2
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Title navigation & search

Using the table
of contents
Selecting ‘+’ to the left of the heading expands the section,
selecting ‘-‘ collapses the section.
Use the filter box at the top of the table of contents panel
to search for key words in the section headings of the table
of contents.

2

Selecting the icon to the right of the heading displays the
location of the heading within the hierarchy.
1

‘+’ / ‘-‘ .

2

F
 ilter box.

1
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Title navigation & search

Filter the table
of contents
You can also filter the table of contents. Matching table of contents terms will
display as you type. Selecting a specific section will take you to that page.

1

A
 dd in your term.

1

2

	The icon to
the right of the
heading displays
the location of the
heading within
the hierarchy.

2
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Title navigation & search

Online search
Selecting the magnifying glass icon in the header opens the search
panel. Begin typing in the search box. ProView supports the following:
•

Key term search

•

Phrase search (two words separated by a space
will be searched as a phrase)

•

Terms & connector search (connectors: & AND,
| or, “ ” phrase, % BUTNOT, /n and +n)
1
1

2

2

M
 agnifying
glass icon.
T
 ype key term
to search.

Offline search
Offline search works differently than online search. Offline search does not use the
same capabilities, so there will be differences in the search results when searching
offline versus online.
Offline search functionality:
•

Terms & connectors searching is supported

•

Stemming is supported (e.g., ‘search’ will also return
‘searching’, ‘searches’, ‘searched’, etc.)

•

Phrase searching is not supported (if you enter terms
separated by spaces, spaces are treated as AND)

•

Proximity searching (/n and +n) is not supported

ProView user guide
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Title navigation & search

Navigating search results
After running a title search, the search results appear in the right-hand pane
in hit count order.
You can view a snippet either by selecting the ‘+’ to the right of the hit count
badge or select the ‘Expand all’ button at the top-right of the result list.
1
2

2

S
 earch results.
V
 iew by
selecting ‘+’ or
‘Expand all’.

1

To begin reviewing the search results, select into the snippet text and use the
‘<’ ‘>’ arrows at the top of the document to navigate through the search terms.
Select the table of contents icon in the header to view search results within the
table of contents panel.
1
1

2

T
 able of contents
icon (TOC).
‘ <’ ‘>’.

2
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Title navigation & search

Viewing in table of contents
Selecting the table of contents icon allows you to see the placement of your search
results in the table of contents, allowing you to quickly identify relevant hits.
1

Viewing the TOC.

1
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Annotations (Bookmarks, Highlights, Notes, Import)

Bookmarks
To add a bookmark, select the icon in the upper right corner and select the desired
colour. To delete the bookmark, select the overflow menu to the right of the label.
Select the ‘x’ in the upper right corner to close the pop-up window.
1

B
 ookmark icon.

1

3
2

2

C
 hoose a colour from the list.

3

C
 olour selected.

5

4

4

S
 elect the overflow menu
to delete the bookmark.

ProView user guide

Document version 0.1

5

S
 elect the ‘x’ to close the pop-up window.
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Annotations (Bookmarks, Highlights, Notes, Import)

Notes & highlights
After selecting text, a pop-up window appears. Select the
desired colour to the right of ‘Add a note’ to highlight the text.
1

A
 dd a colour.

2

E
 nter text here.

3

S
 elect ‘Save’.

1

After selecting text, a pop-up window appears in which you can
enter text and select ‘Save’. A note icon will appear in the margin.

2

3
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Annotations (Bookmarks, Highlights, Notes, Import)

Viewing annotations
Selecting on the note icon in the title header bar will open the
annotation panel. From here, you can filter annotations by type
or label colour.
1
1

‘Annotation’ icon.

2

‘Filter annotations’.

2
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Annotations (Bookmarks, Highlights, Notes, Import)

Import annotations
To import your bookmarks, notes, and highlights from one edition to
the next, choose ‘Import annotations’ from the title card overflow menu.

1

2

1

S
 elect the source title from the list
of titles by selecting the title in the list.

2

Select on the overflow menu, and select ‘Import annotations’.

3

5

4

3

S
 elect target title.

ProView user guide
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 summary of source and target
A
annotations is provided.

5

 elect ‘Import’ you will receive
S
a confirmation message upon
completion.
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