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1.0 DropDoc = Intro

2.0 Viewing — Viewing Slides & Submitting Forms
3.0 Editing — Editing Drafts & Contributing Content
4.0 Publishing - Creating Docs & Data Structure

5.0 Admin — Managing Users & Permissions

Qa
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1.0 Doc Intro

1.1 About DropDoc
1.2 Doc Types

1.3 Slides

1.4 Forms

1.5 Results

mEmbh



https://dropdoc.com/

DropDoc u * Doc Intro ; |+ R

1.1 About DropDoc

* Simple digital ecosystem for managing operations:

* Slides convey instructions
Y — DropDoc @ [

* Forms collect data

Home / Docs / Training Samples / Doc Types

* Results provide feedback

DD
Slides

* Folders navigate Docs .
E Form

* Content creation & editing
on the go - accessible on
any device with internet



https://dropdoc.com/

DropDoc u e Doc Intro

DD

1.2 Doc Types

Slides

Home / Docs / Training / Workflows / Car Assy Instructions

— DropDoc

L R0l o \Sere
Slides X | e

Paint Prep

Engine Install

-

Intercooler
Install Intercooler Install

Home / Docs / Training / Workflows / Station 1C Chassis

Install intercooler onto chassis

¢ 9/ 12
Front End Install

Forms

Home / Docs / Training / Workflows / Station 1C Chassis

P DropDoc

Fields 7

) 1. Steering

Column

. 2. Rear

Supsension

. 3. Front

@ 4. Intercooler

4. Intercooler

Is intercooler secured & connected?
If not, explain in comment field and provide

O Yes

@ No, but corrected

Comment

Loose mounting bolt was tightened

Attachments

— DropDoc

10015

10014

10013

Continuous

10011

25/05/2026 14:15

25/05/2026 14:15

25/05/2026 14:14

25/05/2026 14:12

SaSa Tepavac
Sasa Tepavac
Sasa Tepavac

Sasa Tepavac

Results

Yes Yes
No, but corrected Yes

Yes Yes

Improvement
Clockwork

Entry #10012 — Station 1C Chassis

Submitted: 25/05/2026 14:14 by Sasa Tepavac

10012  25/05/2026 14:14  SaSa Tepavac

Yes

No, but corrected

No, but corrected

* Required

provide photo
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1.3 Slides = oonte p

TR i A N =B S
. ; e Neerrsc g ¢ P Y]
Slides X = e

* Conveying info using text,
photos, videos, links, PDFs Te-;

e | ‘
"?’"5\%& N

and more in the works e

Paint Final
* A variety of use cases:

e I[nstructions

* Requirements

Intercooler

¢ Refe rences Install Intercooler Install

Install intercooler onto chassis

* Documenting ‘

9 /12

Front End Install



https://dropdoc.com/

— DropDoc

DropDoc u e Doc Intro

Home / Docs / Training / Workflows / Station 1C Chassis

% 1.4 Forms X

’ 1. Stk,:"f?l'iﬂ(}
Column

e Easy-build questionnaires for o2 e

Supsension

collecting data & media o

suspension

@ 4. Intercooler

* Use case opportunities:

4. Intercooler * Required

Is intercooler secured & connected?

L] - L =) & - ~1 ¥
o Qu a | Ity C h eC kS If not, explain in comment field and provide provide photo

. . - O Yes
* Pre-delivery inspections

* Health & safety

@ No, but corrected

Loose mounting bolt was tightened

* Employee training & onboarding Attachments

v -

X
r

e Area audits

€9 Add Photo

* Surveys

Back
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1.5 Results

e Customizable reports
for viewing data in
Form submissions

* Reviewing submissions

 Error flagging with in-app & email notification

— DropDoc

Home / Docs / Training / Workflows / Car Check Results

ID S Use U ont Pane In

BN-5487789 10/05/2026 10006  25/05/2026 13:02  SaSa Tepavac SN498154571 No Issues 10007  25/05/2026 1

DD20260507 04/05/2023 10008  25/05/2026 13:16  Sa3a Tepavac SN98479087 Issues, but Fixed 10009  25/05/2026 1

BN-1245444 01/10/2025 9 10/05/2026 19:40  SaSa Tepavac SN417888777 No Issues 10/05/2026 1

Entry #6 — Serial Number Setup — DropDoc

Submitted: 07/05/2026 21:52 by Sa3aT
tom 105/ o Sl Home / Docs / Training / Workflows / Station 1C Chassis

Entry #10008 — Station 1A Panels Fields X

Submitted: 25/05/2026 13:16 by Sasa Tepavac
® 1. Steering

Column

Entry #10009 — Station 1B Panels

Submitted: 25/05/2026 13:16 by Sa%a Tepavac @ 2 Rear
.,)Ui)SOHS)OH

ront
spension

ID Datum A Flatness
@ 4. Intercooler

20065 0.004990
20064  0.005050 4. Intercooler

Is intercooler secured & connected?
If not, explain in comment field and provide provide photo.

Attachments
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2.0 Doc Viewing

2.1
2.2
2.3
2.4
2.5
2.6
2.7
2.8
2.9

Home Page 2.10 Notifications Panel
Viewing Slides 2.11 Scanning QR Codes
Filling Forms 2.12 Generating QR Codes
Submitting Forms 2.13 Hyperlinks

Using Workflows 2.14 Light & Dark Mode
Viewing Results 2.15 FAQ & Support

User Types

Signatures

Pinging

Qa
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() 2.1 Home Page

e Dashboard for important info:
* Notifications
* Favorites
* Recent Activity
* Alerts

* For read permission, reach out to
your organization’s administrator

Error

'Read' permission required to read latest document version.

Repo Home  Exit Repo

— DropDoc

Home

Hello Sasa Tepavac,

Unread Notifications

" user & DDI Accounting pinged you slides © Slides.

See if these slides are ready to publish
2 seconds ago

Favorites

View All

Recent Activity

Updated folder B Workflows description. 7 seconds ago
Sent ping to Fsales Rep for slides © slides. 1 day ago
Updated slides D slides permissions. 1 day ago
Published slides © Slides as version 1. 1 day ago

Saved draft for slides O Slides. 1 day ago

Workflows

View All
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— DropDoc

2 * 2 \/I eW I n g S | I d e S Home / Docs / Training Samples / Doc Examples / Trolly Slides

Slides X ’\\K éﬁ-‘——v
: : : T — #50 T
* Navigate Slides by selecting ot || B !

them in the side-panel, or by

using the Back & Next buttons

* Explore content through
images, videos, PDFs & more

Undercarriage

* Pay attention for LR
. ! Safety e A General Alert
S peCIa I AI e rts e Ensure that wheel nuts are properly torqued

ﬁ - e
Tralnlng n Crane undercarriage into the plant rails

I Engineering

Back 1715
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% 2.3 Filling Forms

* Navigate questions by selecting
them in the side-panel, or

by using the Back & Next buttons

* Provide answers & attachments, as
required

* |f the Form can’t be completed at

the moment, use the 3-dot menu to
Save Draft

Ref 4.5 — Editing Forms

Home / Docs / Training / Doc Types / Linear Form

Fields X

@ 1. Body Rings

O 2. Prepare Front
Cone

@ 3. Prepare Body

O 4. Marry Cone &
Body

O 5. Left Hand
Panels

O 6. Right Hand
Panels

/ 7 "Q'f.‘il f

. | 3% QR Code Link
/7 Edit Form Design

Save Draft
9

% |
{é [3 Discard Draft

d & ready for marriage to body?

omment field. Add images if applicable.

Attachments

B

©) Add Photo

Back
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% 2.4 Submitting Forms
. form when ready

* Popup informs of any missing info

Cone

ina

 Popup notifies once successfully
S U b m itte d e Are all the panels installed?

Validation Error

.......

Required field ‘Marry Cone & Body' is missing.

Submitted

Form submitted successfully.
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2.5 Using Worktlows

=P

=

15t Workflow Form

E DropDoc

* Workflows combine Forms that
all report on a unique ID, like
job, serial or machine number

Fields X
VEHICLE ORDER FORM

O 1. Serial Number NOTICE: For demonstration purpose Sl =1

O 2. Order Date ORDER INFORMATION

Field Details
Vehicle Type 2DR SPORT ELISE
Model CUP250

Serial Number |BN-7741619

Manufacturer  Lotus

Check

e After the 1%t Form is submitted,
subsequent Forms require the
unique ID to continue

Condition New

ORDER INFORMATION
Field

Order Number
Order Date

Details
ORD-2026-184f
May 2, 2026

1. Serial Number

Enter the serial number

Enter value...

* Required Submit

Back

Ref 4.10 - Workflow Forms

»Q»E»g

Home / Docs / Training Samples / Workflows / Serial Nung=®s
— DropDoc

Home / Docs / Training / Workflows / Station 1A Assy

Subsequent
Workflow Forms

& §)

Workflow Entry Lookup

Select a unique field and enter the value to look up the
workflow entry for this step

Serial Number -

Submit >

Next

Error

No submitted workflow entry found with the specified value.
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— DropDoc

Home / Docs / Training / Doc Types

8

2 ways to view Results:

 Right click or long press a
Form to View Results

— DropDoc

) O pe n a Resu It Sheet DOC Home / Docs / Training Samples / Doc Types
1D tum A t A F
20075 0.004700 0.001500
20073 0.007000 2.500000

0.004950 0.003900

Click on any submission _
Entry #20072 — Part Inspection
to see 3 d d itlo na | d ata . Submitted: 27/04/2026 20:17 by Assembly 2

Part Photo: Needs Attention

20060 0.004900 0.005000

20061 1.997000 0.005100

Ref 4.12 - Creating Results

B° S

a 2.6 Viewing Results =

Linear Form

Result Sheet
Result sheet ample

Slides

0.390000

0.399000

0.371000

0.376000

0.003000

E; Ping
5% QR Code Link

fl View Results

/2 Edit
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Users ' Shared Accounts

23 2.7 User Types

Email Actions

* Single Users

* Personal email address
required to register account

Home / Users

e Shared Accounts Users| Shared Accounts Invites Deleted Users
* Organization administrators B v wie
generate email : Fvans

Docs

* Org admins manage password
resets

Long
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. 2.8 Signatures

Form Questions that require a Signature
behave differently depending on User Type:

* Single Users have their signatures
automatically populated

e Shared Accounts are prompted to fill in their
name or employee ID

3 Sign Form

Making any changes to the form after signing will require you to sign again.

Sign Cancel

Sign Form

Signature
Enter your name to Sigﬂ...

Making any changes to the form after signing will require you to sign again.

Sign Cancel
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* Pinging can be used to exchange Docs between users & roles

TR YTl

* Pinged Docs show up in the Notifications menu

— DropDoc \.:} — DropDoc @ s @

Home / Docs / Training Samples / Doc Types Home / Docs / 1 . r- .
Notifications

ﬁ Folders ﬁ Folders O All @ Unread
DD

Es Ping W), user S Assy Editor pinged you result
‘ Y sheet B Results.

Form @
E 92 QR C{ E& Results = Is this the form | should be filling out?
- Send to: 1 minute ago

¢ Edit (@) sasa Tepavac mews ™ user S DDI Accounting pinged you slides
i) O Slides.
See if these slides are ready to publish

.| Is this the form | should be filling out?
QO Favorl g 2 days ago

Send Ping Cancel
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() 2.10 Notifications Panel

: , . . Notifications
Panel displays a variety of Notification types: @ Al O Unreat

P4 user & Assy Editor pinged you result

Y 1 ) sheet B Results.
Plnged DOCS S |s this the form | should be filling out?
1 day ago
¢ DO C C h a N ges user < DDI Accounting pinged you slides
D slides.
. . See if these slides are ready to publish
* Form submissions 4 deys ago
user pinged you slides
® Al e rts - F'|-.=::1..L:.n:-.l review and pu hli.l;:h draft as new
version.

* Publishing requests

user pinged you slides

0

Everyone check this out.
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o= 2.11 Scanning QR Codes

* Quick Response (QR) codes are scanned
by cameras on smart devices

* They can be used for important info like:

 Pulling up instructions, references,
maintenance checks, tooling info & more.

* Entering serial numbers, machine IDs,
job numbers & other data.
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o= 2.12 Generating QR Codes

* Use the 3-dot menu in the top, right corner 3% QR Code Link
to generate a QR code for any Doc or Folder /% Properties | 8% QR Code Link

* If using an external app to generate QR code values
for data entry, ensure that selected format is TEXT

https://www.grcode-monkey.com/

URL TEXT EMAIL PHONE SMS VCARD MECARD LOCATION
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(@ 2.13 Hyperlinks

Home / Docs / Training Samples / Doc Examples / Trolly Slides

Slides X

.

Clicking on a Hyperlinks can lead
viewers to additional resources:

 References
e Instruction Modules

* Checks & Inspections " e | Carsiage Check

Perform undercarriage check before continuing these

¢ Any page on the IﬂtEFﬂEt ge Check instructions.

https://dropdoc.app/r/DropDoc/linear-form/20028

Back 4 /15 Next
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@ 2.14 Light & Dark Mode

— DropDoc

Home / Docs / Training Samples / Doc Types

* DropDoc switches between Light By oo
& Dark mode depending on :
browser & device settings

— DropDoc

Home / Docs / Training Samples / Doc Types

i Results Folders

* Typical menu path for updating B sices

% Form
browser & device settings is: %
Results
Settings / Appearance / Theme -
Slides
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(® 2.15 FAQ & Support

* Frequently Asked Questions (FAQs) are available through the hamburger

menu in the top, left corner
DrOpDOC u ABOUT FEATURES CONTACT BOOKDEMO GET STARTED

DropDoc FAQ

If you have specific questions about how DropDoc can help you save time and

— DropDoc

money by increasing operational efficiency, please explore the resources below. If

you still have questions, please contact us!

@ SHOW ME MORE

Digitization of Processes & Quality Checks
DropDoc V2 FAQ

@ FAQ General Info

Admins, Roles & Users
(4 Contact Support dropdoc.com/faq Home Dashboard & Favorites @

D Training Samples

D Training Slides
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3.0 Doc Editing

3.1 Editing Docs 3.8 Subscribing to Notifications
3.2 Add Content 3.9 Setting Notifications

3.3 Drop in Content 3.10 Slide Notifications

3.4 Add Alerts 3.11 Form Notifications

3.5 Previous Version Drafts 3.12 Folder Notifications

3.6 Doc Drafts
3.7 Pinging to Publish

Qa
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3.1 Editing Docs =

Home / Docs / Training Samples / Doc Examples / Trolly Slides

* Use the 3-dot menu in the S ‘ B 22 oo
top, right corner to Edit Docs | | e

g /? Properties

R|gn Control
Panel

Y

Route Harnesses

* For Write permission, reach
out to your organization’s
administrator

Route Harnesses

Error

Conne

‘Write' permission required to read document draft. Harne Route cab harnesses

Back R H Exit R
ac epo Home Xit Repo 9/15
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3.2 Add Content

 Add Slides or Form Questions
by pressing | +

e Use to set images

or embed videos

* Images can also be copied
(Ctrl+C) & pasted (Ctrl+V)

o DropDoc

o &

)
= )
Home / Docs / Training Samples / Doc Examples / Trolly Slides (Editing)

~J M
*@;_’:’M‘- ¢/ Edit Content

=

’ -

55 . * @ SetEmbed
|

Slides X

' l
e EOO
§ P R

Right Control

Panel ;
! { TJ Clear Content

| Title

Route Harnesses

Description

Route cab harnesses

Route Harnesses
N et

b " - . E

e 'i"’l ) f

Alerts

Add Alert
I v )

Connect
Harnesses
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3.3 Drop in Content

Drag & drop files to add content

Stock Images >

Mfg Trolly

Search MfgTre Q

(1) Preview

_— b
oS-
01_First_Hill_Stree
tcar_Final_Assem
bly (1694872291
1)irg

.. - p !'H
= 2N
1 4
%
02_First_Hill_Stree
tcar_Final Assem
bly (1692372667
6)jpg

N
03_First_Hill_Stree
tcar_Final_Assem
bly (1694836463
2)jpg

04_First_Hill_Stree
tear_Final_Assem
bly (1694836000

2)ipg

05-First_Hill_Stree
tcar_Final Assem
bly (1676199728

?— :l-z-“‘

..—"

06_First_Hill_Stree

tcar_Dash_Close_

Up (1676347119
9)jrg

+

i Ere
e DR

07_First_Hill_Stree

tcar_Dash_Close_

Up_ (1676200452
8)jpg

1A
@

08 First_Hill_Stree

tcar_Final_Assem

bly (1676198836
8ljpg

e sl
- ‘ﬁf

» -

~
-

09_First_Hill Stree

tear_Final_Assem

bly (1676199859
8lipg

‘_‘o i W
- -

11_First_Hill_Stree

tcar_Final Assem

bly (1632730331
4)ipg

N

o 4
12_First_Hill_Stree
tcar Final Assem
bly (1694968129

5)jpg

L) £

-"i~

13_First_Hill_Stree

tcar_Final Assem

bly (1632730224
4)jpg

14_First_Hill_Stree

tcar_Final Assem

bly (1676199563
8)jpg

8)jpg

10_First_Hill_Stree

tcar_Final Assem

bly (1694836745
2ljpg

o DropDoc

Home / Docs / Training Samples / Doc Examples / Trolly Slides (Editing) .

Slides X

' l
e EOO
§ P R

Right Control
Panel

W5 | Title
8 e

‘ »  ELEE Route Harnesses

.
Description

Route cab harnesses

Alerts

Add Alert
I w2

Connect
Harnesses

-
& & @

3 ‘ -
> ¢/ Edit Content

-
-
-
Lk

iplf ST

\\»

.

816M8 |
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3.4 Add Alerts

Slides & Form questions
can be marked with Alerts
for special attention

A Quality Alert
Ensure pin is aligned before inserting.

A\ Training Alert
Refer to training on pin handling care.

I Safety Alert
Use crane & soft straps to lift pin.

I Engineering Change Notice
Update image to match REV C1.

— DropDoc
Home / Docs / Training Samples / Doc Examples / Trolly Slides (Editing)

Slides A - ‘ z

[ZART W A

> Sl AN 8 (e
\‘T \ £ i\n (.I.w‘“ &
T W o = ,

Undercarriage = s ™y ﬁ—\

¢’ Edit Content

——— ) 5 .

Title

Undercarriage

Description

Crane undercarriage into the plant rails

Alerts

General Alert v Ensure that wheel nuts are properl: ‘

Add Alert

Back
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o@ 3.5 Previous Version Drafts

Previous versions of a Doc can be Restored as a new draft,

and published as a new Version

DD

Slides P

Ping

5= QR Code Link

Edit

/ Favorite

History

Properties

Version

12
11

10

9

Version
13
12

11

Last Modified

08/04/2026 13:41:28
01/04/2026 19:50:05
14/03/2026 18:28:24

14/03/2026 18:27:20

Last Modified

08/04/2026 13:41:54

08/04/2026 13:41:28

01/04/2026 19:50:05

14/03/2026 18:28:24

14/03/2026 18:27:20

Modified By Actions

i

AT =
i) Sasa Tepavac

Sasa Tepavac

Sasa Tepavac

i

AT =
i) Sasa Tepavac

Modified By

Sasa Tepavac
Sasa Tepavac
Sasa Tepavac
Sasa Tepavac

Sasa Tepavac

Diffs

Diffs Delete Restore

Diffs Delete @ Restore

Diffs Delete Restore
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3 3.6 Doc Drafts =—

Home / Docs / Training / Doc Types / Slides (Editing)

. VEEC
Slides X Ny | | 52 QR Code Link
— i M

= < Save

e Use 3-dot menu to Save a draft

* When multiple users edit the same
Doc, the most recently saved draft e
will overwrite other active drafts SR | ndercamage

Description
Base End Panel Crane undercarriage into the plant rails

* See next slide for Pinging to Publish = &

Alerts

iR
Enclosure Add Alert

eyl ||

T
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Bz 3.7 Pinging to Publish

DD ‘
Trolly Slides
Slides doc example

E.-_- Ping
Ex Trolly Slides

99 QR Code|
ox Q Send to:

Editors can Ping Publishers saved P it | Q) hsayPublsher

drafts that are ready for review & © Favorite | | Please publish this doc

released as a new version

Send Ping Cancel



https://dropdoc.com/

A

=i

RV
[\ 3.8 Subscribing to Notifications

=

* Notification can be set in the Properties menu for a Folder or Doc

* Notifications can be
set to Send, Block or B Ping

Inherit notifications 3 3% QR Code Link
/7 Edit

@ Slides Properties

[l Notifications

Document Created Inherit ~
Document Ready Inherit| Inherit

Document Published Inherit

* Inherit settings are
defaults set by org admins

Send

) Favorite Document Alert Inherit

Block
() History

jf‘*‘ Properties

Cancel
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& 3.9 Setting Notifications

Form & Result Properties

* With permission to Manage ® cenersl () Notifications (3 permissions
Notifications, default 3 My Notioasions Ovenides
subscriptions can be set for Eyy—
Roles & Users X o— | Publish

Send i e o

* For organizations, best practice pocumer|  S€N4 Qualy A9 ‘:" :m t
is to apply Notifications & T @ ocumer] Block U Rhtie U ";mpe,
Permissions to Roles instead of oocumentpuoted | o W oo
Users DocumomiAlert | I : e

Valid Data Entry

gﬁ% Station 1
=

Invalid Data Entry
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3.10 Slide Notifications

[© Slides Properties

@| [@ Slides Properties
e Users can Subscribe to get notified any o e i
. . My Notifications Overrides
time a Doc is created, updated or has a

- [@ slides Properties

flagged Alert [ Notifications
| Document Created Inherit _~
* For users with Manage Notifications DocumentResdy | Inherit | Inherit

permission’ the Document Published Inherit | Send
Document Alert Inherit Block

option needs to be checked off to see

Inherit notifications

Cancel
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@ 3.11 Form Notifications

My Notifications Overrides

* Form Docs have additional notification

Form & Result Properties

G Form & Result Properties
D o1 General

~ . . A . .
[l Notifications () Permissions

ol E) Form & Result Properties

options for data entry & validation | & coen

[} MNotifications

Document Created Inherit

Inherit

* The button can be used to reset
all notifications for the Doc

Document Ready

Document Published Inherit
Document Alert Inherit
Valid Data Entry

Invalid Data Entry Inherit

-
@,
This object only

-

Inherit

Send

Block

Inherit =

Cancel



https://dropdoc.com/

3.12 Folder Notifications [

@| BJ Folders Properties

D o1 General [ Notifications (33 Permissions

* Notifications can be set at Folder level
for a” DOC types ol B3 Folders Properties

£t General [0 Notifications

* The button can be used to reset | Documentcreated [Inherit_ -
. . . ; Document Ready Inherit Inherit
all notifications for the Folder and its Dscmmenputiesedl [Wbert | send
CO nte ntS ' Document Alert Inherit Block

Valid Data Entry Inherit ~

This object only hvalid Data Entry Inherit

®)
All child objects

Cancel

This object and all child objects
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4.0 Doc Publishing

4.1 Folders Properties 4.8 Required Qs & Workflow IDs
4.2 Doc Properties 4.9 Comments & Attachments
4.3 Publishing Docs 4.10 Workflow Forms

4.4 \Version Control 4.11 Workflow Structure

4.5 Editing Forms 4.12 Creating Results

4.6 References & Context 4.13 Exporting Results

4.7 Questions & Validation

Qa
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4.1 Folder Properties

BJ Doc Types Properties

* Edit Doc info, Notifications & B om0 oo | &) ramisns

Mame

PermiSSiOnS Doc Types

(1 Folder Image

Description

Document Types

N Doc Types
Image: ﬁ 2 Edit N—
=

Doc Types @ Folder lmage

* Add Images to distinguish Folders

Type: Folder No image set
— ) YP

Doc Types

‘ T Location: Docs/Training Samples/ —+ Upload No image set
Locumen vpes

. + Upload X Clear
Size: 81.75 MB Close

E= Ping
Contains: 3 Files, 1 Folder o

@x QR Code Link Created: 25/05/2026 16:31:43 by Sasa Tepavac
Modified: 31/05/2026 19:20:13 by Sasa Tepavac

) Favorite

Cancel

A
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4.2 Doc Properties

3 Form Properties

@3 General ) Notifications (2) Permissions

* Review Doc size, location & other details

Name

Form

* Move or remove Forms that are in a Workflow

Form Description

Type: Linear Form

r Slides Location: Docs/Training Samples/Workflows/
i Size: 10.19 MB
e Es Ping

Created: 10/05/2026 14:38:32 by Sasa Tepavac

8% QR Code Link Modified: 25/05/2026 13:23:12 by Sasa Tepavac

o~ Workflow: 2 Move Y Remove
\./ Favorite

/7 Properties
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- e Docs can be Published from Edit

Home / Docs / Training / Doc Types / Slides (Editing) m O d e u Si n g t h e 3 _d Ot m e n u

Slides X \\ E A 99 QR Code Link
. ‘!‘i. \ | @
> o

e

Publish Version 1?

The following changes will be published: [ ] T h e C h a n ge I Og

o Added (14 slides):
" « Slide 1: Undercarriage M
Sl @ Discard Changes « Slide 2: Base Platform S h OWS a I I St Of a d d e d )
i » Slide 3: Base End Panel
T « Slide 4: Enclosure o o t

» Slide 5: Walls Panels d f d & I d
* Slide 6: Left Control Panel m O I I e C e e e
Title » Slide 7: Right Control Panel

i « Slide 8: Route H
Undercamage: : Sl:d: 9: cg:antaltlr;eri::es CO n te nt CO m 3 a re d to
Description » Slide 10: Outside Harnesses
» Slide 11: Finish Electrical

Crane undercarriage into the plant rails - Slide 12 Rear Belly Check t h e p reVi O u S y

= Slide 13: Front Belly Check

‘ Save
=

S qn - * Slide 14: Finalized Electrical . .

Ll Alerts

Do you want to publish these changes? p u b I I S h e d Ve rS I O n
Enclosure

= um

(S
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* Doc History shows versions that
can be Restored or Deleted

* The Differences Action shows what
was changed for each version

— DD )
| :L- Slides B Ping

&x QR Code Link

Edit

/ Favorite

") History

Properties

4.4 \ersion Control

E DropDoc

Home / Docs / Training Samples / Doc Types / Docs (History)

Version 13 Differences

Changes from version 12 to version 13:

Added (1 slide):
* Slide 2: Align Frame

Modified (3 slides):
* Slide 3: Tap Holes
« Slide 4: IQAN
* Slide 5: Supply Module

Deleted (1 slide):
* Slide 5: Upper Frame

it

Version

11 01/04/2026 19:50:05

/N Confirm Permanent Action
This will permanently delete version.
This action is permanent and cannot be undone.
Enter 'DELETE' below to confirm:

Confirmation Value

DELETE

Delete Confirm Cancel

Modified By

Actions

13 08/04/2026 13:41:54  ({§) Sasa Tepavac Diffs
12 08/04/2026 13:41:28 ( ﬂ) Sasa Tepavac Diffs  Delete  Restore
) Sasa Tepavac Diffs Delete ' Restore

10 14/03/2026 18:28:24 ( ) Sasa Tepavac Diffs Delete Restore

Restore to Version

This will create a new draft with the content from version 11.
If you have unsaved changes in the current draft, they will be
overwritten.

Are you sure you want to continue?

Restore
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Home / Docs / Training Samples / Doc Examples / Blimp

% 4.5 Editing Forms o |SSI pye—

@ 1. Body Rings j i Y .|| EditForm Design

‘ 2. Prepare Front
Cone

* Use the 3-dot menu inside a Form ——
to Edit Form Design O .y cone

O 5. Left Hand 3. Prepare Body
Panels

O R Is cone assembled & ready for marriage
@) 6. Right Hand to body?
Panels Sl :
If not, explain in comment field. Add

images if applicable.

@ Ready
O Needs Work

Ee Ping

O 7. Final
Inspection

* Long press or
right click on Form
to find the Edit option

5% QR Code Link

Edit
Comment

¢ Favorite
Attachments

N ©J Add Photo
=) History

Submit —>

© Properties

Ref 2.3 — Filling Forms Next
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% 4.6 References & Context
= o)l ° Reference media can be
Home / Docs / Training Samples / Doc Types / Form (Editing) - | uploaded Or a Web “nk Can be
Fields X No content em bEdded
n Flald 1 Choose a content type to add
S iiimee I« iaievie * Field Names are shown in the

side panel and as column
Field 1 .
headers in Result Sheets

Description
Enter field description...

* Description can use long text to
explain the question

GOBsa
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Text Constraints

Min Length Max Length

E 4.7 Questions & Validation

Allowed Characters

All characters allowed

Multiple types of question options, None -
VETERE T ELT
each with their own validation control Lo

rSinu=,'|IeLin$.-Ta:f.t

P— DropDoc . Clear Value Clear Value
MultiLineText
'

Home / Docs / Training Samples / Doc Types / Form (Editing) -

Number
Fields % VETERE EL ]

Decimal Min Value Max Value

Field Type
None

Date Enter value... ‘ Enter value...

| Validation Mode SingleChoice
None

None Correct Choices

Field 4 LMuItipleChoim |

Correct Choices

Enforced
Field 5 Url Choice A
Flagged

Email . i
wd Choice B
Hidden

Signature 0 ctoicec
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% 4.8 Required Qs & Workflow IDs

f— DropDoc

Home / Docs / Training Samples / Doc Types / Form (Editing) * ° Qu eStionS can be Optional if
Fleide X the Required box is left

Required [:] Unique

Comments u nCheCked

None

Attachments

* Questions checked as Unique
become the basis of tracking
Forms that follow in a
Workflow

Min Attachments | Max Attachments

2 4

Photos D Videos

D Force Camera Capture

EEEE -
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% 4.9 Comments & Attachments

= DropDoc {-)) * Comments can be made
Home / Docs / Training Samples / Doc Types / Form (Editing) = Optional Or ReqUired

None
Fields X

R =) | Avew * Media submission can be
None Reduire mandatory with min & max
Attachments number of attachments

Min Attachments | Max Attachments

 Camera capture can also be
forced to prevent media
submissions from device

= T Back
gallery

Photos D Videos

D Force Camera Capture
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4.10 Worktlow Forms )) a » E» =

Subsequent

* 15t Form requires a unique ID
Workflow Forms

New Linear Form

e Each subsequent Form needs [
. Serial Number [BN-7741619]

to have the Workflow Linked il

ORDER INFORMATION

Name
Station 1A Assy

| Station 1A Assembly Inspection

Field Details
Order Number ORD-2026-1847

* The unique ID question
doesn’t need to be created Serial Number

fo r e a C h FO r m ;Ent[e:trhe serial number

Field Type
SingleLineText

Workflow Linked

Select Root Workflow Doc

v P9 Training
> B3] Doc Types
v B3 Workflows

() Serial Number Setup

Required

Ref 2.5 - Using Workflows Back
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4.11 Workflow Structure

Workflow Forms can be arranged in two ways:

* In Parallel, all Forms can be filled in any order

* |[n|Series|, Forms need to be filled in order from left to right

Workflow Configuration

Select the workflow insertion point for the form:

| eee————

01 - Loader - QR-Code 9 02 - Serial #s, Bores & Pins ‘ % 04 - Pre Shipping Checks % 05 - Final Inspection

03 - Inside Hyd.Tank, Stickers & Stamp + i
+

Ref EXT - Creating Workflows
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a 4.12 Creating Results + Wordlow Diagram

Select the forms to include in this result sheet:

02 - Serial #s, Bores & Pins

* After creating a Result Sheet & ER > pmes ~* I
navigating to a single Form or S
Workflow Form, applicable data can |l
be selected Sy [P

* Data display options

Table

* Table — appears in rows & columns [

(3 02 - Serial #s, Bores & Pins

Set All: Hidden Table Details

e Details — visible when selected

* Hidden — not included in results

Details

Table

Ref 2.6 - Viewing Results Ref EXT - Creating Result Sheets
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4.13 Exporting Results

* Results can be exported in Excel with formatting or as raw CSV data

* Exported data can be shaped with optional
details, attachments & comments

(:) Refresh

|- Export Results

Excel (.xIsx) 2
Excel (.xIsx)
Include detail fields
— DropDoc |- Export CSV (.csv)
Include attachments

Home / Docs / Training Samples / Workflows / Car Check Results /’ Edit

Include comments

Localize dates and numbers

10026 09/06/2026 06:01 08/04/2026 Pass 10027  SN6513248 Issues, but Fixed

Export Cancel
10022 09/06/2026 05:50 11/05/2026 Pass 10023 SN58418181 Issues, but Fixed

10018 | 09/06/2026 05:44 03/06/2026 Fail, but Corrected 10019 SN48111548 No Issues

Entry #10018 — Serial Number Setup ; A 8 ¢ D E F G H |

ID: SN Setup Serial Number Order Date QR Code Check ID: Stn 1A Pull Front Panel Inspect Front Panel Inspect Front Panel (Comment) Inspect Front Panel (Attachment 1)

. . ) - 10026 SN-6549781 2026-04-07 Pass 10027 SN6513248 Issues, but Fixed Scratch that was fixed Fixed scratch.png
Submitted: 09/06/2026 05:44 by Sasa Tepavac 10022 BN-4558787  2026-05-10 Pass 10023 SN58418181  Issues, but Fixed Alignment was adjusted Misaligned.png
10018 BN-8461965  2026-06-02 Fail, but Corrected 10019 SN48111548 No Issues
Entry #10019 — Station 1A Panels : 8 BN-1245444  2025-09-30 Pass 9 SN417888777  No Issues
6 7 BN-5487789  2026-05-09 Pass 10006 SN498154571  No Issues
Submitted: 09/06/2026 05:45 by Sasa Tepavac 6 DD20260507 2023-05-03 Pass 10008 SN98479087 Issues, but Fixed Adjusted panels for alighment Misaligned.png
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5.0 Doc Admin

5.1 Admin Tools 5.7 Permissions
5.2 Users 5.8 Activity Log
5.3 Admins 5.9 Recycle Bin
5.4 Single Users 5.10 Admin FYIs
5.5 Shared Accounts

5.6 Roles

mEmbh
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3 5.1 Admin Tools

Effectively managing an organization in
DropDoc requires detailed attention to

Doc & User management

Doc Management
Slides o
Forms e

Workflows e

Reports

@

User Management

e Roles
e Permissions O
e Notifications C-

e Audit Trails
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<@ 5.2 Users

* The Users Tab can be found in the Admin Panel

* The button can be

(R) Home USEd to set Up new users & Invite Users &8 Create Shared Account
Q? Favorites

B i — DropDoc

Home / Users

Email Addresses List Name

Username

@ Admin Panel

O
- Users

Roles

|:| Administrators

Users Shared Accounts Invites Deleted Users

Password

Roles

D Bookkeeper

00
&’ Roles
Miller Collins [] Administrators

[J Accountant

E], Activity Log

'@ Recycle Bin

P D Bookkeeper

Q i
clad ce Invite User [J Accountant

Invite Cancel

S& Create Shared Account
Create Cancel

(@ FaQ
[ Contact Support +
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& 5.3 Admins

 Admin users require a personal
email address to create their
account

* Ensure that Administrator
dropdown is selected as well as an
Admin role, if available

2 T
/ 2 — -
F | I . V ‘
Y | | b

& Invite Users
Accounts@DropDoclnc.com

é). Administrator o
S User

Roles

Administrators g. Administrator

[[] Bookkeeper

80 Owner

[[] Accountant

Invite Cancel
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S 5.4 Single Users

* Single Users require a personal
email address to create their
account

* Ensure that User dropdown is
selected as well as any applicable
Roles

2 T
/ 2 — -
F | I . V ‘
Y | | b

& Invite Users

Bookkeeping@DropDoclnc.com

% User

Roles

[] Administrators g. Administrator

Bookkeeper

80 Owner

[[] Accountant

Invite Cancel
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Home / Users | @

DropDoc ﬂ e Doc Admin

Users Shared Accounts Invites Deleted Users

&2 5.5 Shared Accounts

Edit Password Image Roles Delete

& Create Shared Account

* Managed by Admins for
stations that are used by
multiple users

Name

Inventory Management

eeeeeee

3¢
(3¢

SSSSSS

& Sign-In

e Admins set account:

Email

[[] Administrators & nvento ropDoc
° |mage _—— Inventory@DropD
ookkeeper
* Password & Resets O] Accountan S
e Username Email [ Sales Rep [] Remember Me

Station 1

(created emails only exist in DropDoc)

. Sign In Cancel
[[] station2

Create Cancel
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00 Users Shared Accounts
<> 5.6 Roles

Email

00
CO- Assy Viewers
o y

Qo i
O Assy Editors

Roles can be used to manage
access & permissions for Single
Users & Shared Accounts

cO Assy Publishers

Qo ;
] QA Editors

— DropDoc

COO QA Publishers

Home / Users

Users Shared Accounts Invites Deleted Users

Middle Name
00 .
C%? Tech Pubs Viewers

8% Tech Pubs Editors

go Tech Pubs Publishers

(%
(%)
(%)
@
(X
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) 5.7 Permissions

* Permissions for any Doc or Folder can
be found in the Properties menu

* Depending on of involvement, users
will likely be one of the following:

* \iewers

e Editors

e Publishers

e Admins

Techni
+ O D

DR AA

™=

2 T
: p . &
™ s V
N Y | | b

B Folder Properties

2\5:5 Genera ) Notifications
Folder:
000 . . .
> (S’ Technical Publications v
|

Allow: Read

| Publish|
‘ |Search...
Folder Contents:

- Assy Pub)
v AssyPublid ©
& All Users yPubli CO5 AllUsers

X : L
. Quality A}
Allow: Read QAPublish

2 Administrators
<O Bookkeeper
CO3 Accountant
O3 Sales Rep

52 QR Code Link
CO> Station 1

/7 Edit
() Favorite
o

\“) History

/2 Properties
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-] 5.7 Viewer Permissions

* Read permissions enable users
to view Slides & submit Forms

* Data permissions enable users
to view submissions

Allow

e Data entries could be
resumed for partial

form handoffs [ pubish
|:| Delete

|:| Manage Notifications

Read

[ write

[[] Manage Permissions

€3 General

X

Allow

Read

|:| Write

[] Publish

|:| Delete

(o]}

o -
céj Assy Viewers

Allow: Read

View Own Data Entries

View Other Data Entries

|:| Edit Own Data Entries

|:| Edit Other Data Entries

|:| Delete Own Data Entries

|:| Delete Other Data Entries

Resume Other Data Entries

|:| Manage Notifications

|:| Manage Permissions

) Notifications () Permissions

Allow

Read

|:| Write

[} Publish

|:| Delete

|:| Create Document

|:| Create Folder

View Own Data Entries
View Other Data Entries
|:| Edit Own Data Entries
|:| Edit Other Data Entries
|:| Delete Own Data Entries
|:| Delete Other Data Entries
Resume Other Data Entries
|:| Manage Notifications

|:| Manage Permissions
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_| | |
DI’OpDOC u ® DOC €3 General ) Notifications () Permissions

(o]}

N cé% Assy Editors

-] 5.7 Editor Permissions X o

Allow

Read

Allow

Write

* Write permission enables users =l
Write [] Delete
to Create DOC drafts [] Publish E__ [[] Create Document

|:| Create Folder

] . |:| Delete
 Editors can ping drafts to

Publishers to release o View Other Data Entries
new official versions =

Write

[ Publish
[J Delete

View Own Data Entries

View Other Data Entries

[] Edit Own Data Entries [} Edit Own Data Entries

|:| Edit Other Data Entries |:| Edit Other Data Entries

|:| Delete Own Data Entries |:| Delete Own Data Entries

|:| Delete Other Data Entries [] Delete Other Data Entries

Resume Other Data Entries Resume Other Data Entries

|:| Manage Notifications

|:| Manage Notifications

|:| Manage Notifications

|:| Manage Permissions

|:| Manage Permissions |:| Manage Permissions
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* Publishers are responsible
for the quality of content

5.7 Publisher Permissions

* Publish permissions allow users
to release new versions of Docs

Allow

Read

Write

Publish

Delete

Manage Notifications

[[] Manage Permissions

€3 General ) Notifications &) Permissions

[e)
o

X

Allow: Read

Allow

Read

Write

Publish

Delete

View Own Data Entries

View Other Data Entries
|:| Edit Own Data Entries
|:| Edit Other Data Entries
|:| Delete Own Data Entries
|:| Delete Other Data Entries
Resume Other Data Entries
Manage Notifications

|:| Manage Permissions

cﬂ% Assy Publishers

Allow

Read

Write

Publish

Delete

Create Document
Create Folder

View Own Data Entries
View Other Data Entries
|:| Edit Own Data Entries
|:| Edit Other Data Entries
|:| Delete Own Data Entries
|:| Delete Other Data Entries
Resume Other Data Entries
Manage Notifications

|:| Manage Permissions
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) 5.7 Admin Permissions

 Admins have all accesses & permissions

Allow

Read
Write
Publish
Delete

Manage Notifications

Manage Permissions

€3 General ) Notifications &) Permissions

Allow: Read

Allow

(I < I < I <

(< < < I < <

Read

Write

Publish E

Delete

View Own Data Entries
View Other Data Entries
Edit Own Data Entries

Edit Other Data Entries
Delete Own Data Entries
Delete Other Data Entries
Resume Other Data Entries
Manage Notifications

Manage Permissions

Allow

Read

Q]

Write

<]

Publish

<]

Delete

§J

§J

Create Document

Create Folder

<]

View Own Data Entries

[}

View Other Data Entries

<]

R

Edit Own Data Entries

Q]

Edit Other Data Entries

]

Delete Own Data Entries

Delete Other Data Entries

<]

Resume Other Data Entries

<]

Manage Notifications

<]

<

Manage Permissions
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, 5.8 Activity Log

Any category can be filtered alone
or per acting and/or affected user

— DropDoc

Home / Activity Log

= Filters ~

= Filters ¥  Category: Repository

Category
Repository

v

Action

Acting User

No Selection

Affected User

No Selection ~

X

X

25/05/2026 17:04:33

25/05/2026 17:04:33

25/05/2026 17:03:57

25/05/2026 17:03:03

25/05/2026 17:03:01

25/05/2026 16:32:25

25/05/2026 16:32:10

CreateDataEntry Submitted data entry fo

UpdateDataEntry Updated data entry dra
CreateDataEntry Created data entry dra
PublishDocument Published linear form

SaveDocumentDraft Saved draft for linear fo
CreateDocument Created result sheet &

CreateDocument Created linear form

@ I
@

Folders

CreateFolder

MoveFolder

DeleteFolder
RestoreFolder
PermanentlyDeleteFolder
UpdateFolderProperties
ResetChildPermissions
ResetChildNotifications

Documents

CreateDocument
MoveDocument
SaveDocumentDraft
DiscardDocumentDraft
PublishDocument
DeleteDocument
DeleteDocumentVersions
RestoreDocument
PermanentlyDeleteDocument
UpdateDocumentProperties

F' :
/ —
s L%
B I

¥ Sl agr

Data

* CreateDataEntry
e UpdateDataEntry
e DeleteDataEntry

Users

* |nviteUser

* ResendUserlnvitation
* RemoveUser

e UpdateUserRoles

Roles

* CreateRole

* UpdateRole

* DeleteRole

e UpdateUserRoles

Communication
e SendPing
* CreateAlert
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TJ 5.9 Recycle Bin

* Deleted Docs & Folders can be recovered from the Recycle Bin

E DropDoc

Home / Recycle Bin

© Favortes * Docs & Folders
B ooce deleted out of the __
G& Admin Panel Recycle Bin () slides

o

AT, ]
F X )
f h
1 ]

)

W v T

T

) Sasa Tepavac Restore Delete
- Users

% Roes cannot no longer P Folder
E], Activity Log

T Ronpoietin be restored Form Example

) SaSa Tepavac Restore Delete

@

) SaSa Tepavac Restore Delete

@ Another Results

) SaSa Tepavac Restore Delete

(@) FaQ

B Contact Support

@ Slides (debug) EI SaSa Tepavac Restore Delete
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T 5.10 Admin FYIs

e Submitted images are automatically adjusted to a reasonable size

* File backup frequencies

* per second up to 90 days

e per day up to a year

e quarterly up to 3 years
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|
Home / Docs / DropDoc Folder

|
Slides

Forms

DD
=== Resdults

i Value Streams

For DropDoc user guides, go to
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